CELD-TT

Office
Memorandum
55-1-1

Department of the Army
U.S. Army Corps of Engineers
Washington, DC 20314-1000

OM 55-1-1

31 January 1990

Transportation and Travel

TRAVEL MANAGEMENT

Distribution Restriction Statement
Approved for public release; distribution is
unlimited.




DEPARTMENT OF THE ARMY OM 55-1-1
U.S. Arny Corps of Engineers
CELD-TT Washi ngton, D.C. 20314-1000

Menor andum
No. 55-1-1 31 January 1990

Transportation and Travel
TRAVEL MANAGEMENT

Chapter 1. | NTRODUCTI ON Par agr aph Page
Pur pose . . 1-1 1-1
Appllcablllty 1-2 1-1
Ref er ences 1-3 1-1
Definitions 1-4 1-1
Pol i cy : 1-5 1-1
Responsi bi | i tes .o 1-6 1-2
Del egated Authorities . . 1-7 1-3

Table 1-1. Routine CC]\IUS TDY Orders 1-4
Table 1-2. QOCONUS TDY Orders 1-7

CHAPTER 2. ADVANCE PLANNI NG
CONUS TDY Travel : 2-1 2-1
OCONUS/ For ei gn TDY Tr avel 2-2 2-1

CHAPTER 3. TRAVEL ORDERS

Cener al Coe

Preparation of Tr avel Orders

Bl anket Travel Orders .

Repeat ed Travel Orders .

TDY Orders for Mlitary Per sonnel

Invitational Travel Orders

NATO Travel Orders

Excepti ons

Revocations . . . . . .

Numberi ng Travel Orders

Amendnent s :

Per manent Change of St atl on (PCS)
Travel Orders

w wwwwwqowwwww
RPRPOO~NOUITRARWNE
)

w wwwwwqowwwww
(o] o~N~NOOOOOOTRWE

|
=
N

This regul ati on supersedes OM 55-1-1, 1 July 1983 and
Changes 1 through 4



OM 55-1-1
31 Jan 90

CHAPTER 4

CHAPTER 5

CHAPTER 6

CHAPTER 7

MODES OF TRANSPORTATI ON Par agr aph
Gover nnrent Conveyance . . . . . . 4-1
Privately Owned Cbnveyance 4-2
Rental Cars 4-3

Adm ni strative Approval for Gvilian
Use of Privately Owmed Autonpbile Not
Approved i n Advance of Trave

Use of Travel Agencies

Avi ation Support

Unused Accommodati ons

Bppa
~No ol b~

G FTS, GRATU TI ES AND OTHER BENEFI TS RECEI VED

FROM COVMERCI AL SOURCES | NCI DENT TO
PERFORMANCE COF OFFI CI AL TRAVEL

General . . . . . . . . . . ... 5-1
Pronoti onal Materials . . . . . . 5-2

TRAVEL W THI N AND AROCUND PERVANENT DUTY
STATI ON (LOCAL TRAVEL)

CGener al 6-
Policy . . . . . . . . . . . .. 6-
Local Travel GCeographical Areas . 6-
Approval s : : 6-
Criteria vaernlng Selectlon of

Transportation . . 6-
Use of Privately Owned Cbnveyance (POC)

Bet ween Honme and Alternate Duty

Point . . 6- 6
Use of Prlvately CMmed Cbnveyance (POC)

Bet ween Honme and Alternate Duty Point and

U'I -bOOI\JH

Per manent Duty Station . . 6-7
Use of Privately Owned Cbnveyance at Long
Term Training Courses . . . . . 6-8
Par ki ng Recei pts Ce e e 6-9

PERMANENT CHANGE OF STATI ON (PCS)-Cl VI LI AN
PERSONNEL ONLY

Per manent Change of Station (PCS) Wthin
the Continental United States . . 7-1

[G2 @)
N

» OUOIUOUOU
NNDN -

1
w

OUOIU (o]
A w



OM 55-1-1

31 Jan 90
Par agr aph Page

| ssuance of PCS Travel Orders. . . 7-2 7-1
Round Trip Travel Between A d and

New Duty Stations to Seek Permanent

Resi dence( Househunting Tri p) 7-3 7-1
Tenporary QJarters .o : : 7-4 7-2
Travel Approving Ofici aI

Requi renents . . 7-5 7-3
Per manent Change of St atl on fr om

the Continental US to an Overseas

Activity . . . . . . . . . .. 7-6 7-3

CHAPTER 8 TEMPORARY DUTY TRAVEL

Leave in Connection wth TDY

Assi gnnents . . 8-1 8-1
Travel of USACE O‘flCl als 8-2 8-1
Personnel from Field Operating Act ivities

Ordered to TDY in USACE . : 8-3 8-2
Al | owances 8-4 8-3
Actual Expense . 8-5 8-3
TDY Wthin CONUS . 8-6 8-4
Travel Voucher Revi ew and Appr oval 8-7 8-4
Assi stance on Preparation of Travel

Forms and Travel Problens 8-8 8-7
Periodi c I nspection . 8-9 8-7
Paynent of Travel Vouchers .o 8- 10 8-7
Paynent of Local Travel Vouchers 8-11 8-8
Travel Services Provided by Ask

M. Foster . . 8-12 8-9
Tenporary Duty Away from I n| t| aI
Location of Long Term Training Site 8-13 8-10
Use of Hotel/Mdtel Sales Tax 8-14 8-11

CHAPTER 9 TRAVEL TO H GH RI SK AREAS

CGener al 9-1 9-1
Pr ocedures 9-2 9-1
Mlitary Per sonnel 9-3 9-2
Passport Requirenments 9-4 9-3



OM 55-1-1

31 Jan 90
Par agr aph Page
CHAPTER 10 FOREI GN TRAVEL
CGeneral . . Ce e e e 10-1 10-1
Foreign Tr avel Pl an( FTP) Coe 10-2 10-2
Checklist . . 10-3 10-4
Procedures for ASA(CV\] Annot at| ons
on FTP . . . .o 10- 4 10-4
Unpr ogrammed Tr avel Ce e e 10-5 10-5
Subm ssion of Orders . : 10-6 10-6
G vil Wrks Funded Forei gn Tr avel
Report (RCS: CELD-19) . . . . . 10-7 10-6
Comm tnment to Future Foreign
Travel . Coe 10-8 10-
Use of Aircraft Owned and/or
Qperated within USACE . . . . . 10-9 10-8
Use of United States-Owned
Foreign Currencies . . 10- 10 10-8
Foreign Travel Security Bri ef| ng 10-11 10-8

CHAPTER 11 CLEARANCE REQUI REMENTS AND PROCEDURES
FOR TRAVEL OUTSI DE CONTI NENTAL UNI TED STATES ( OCONUS)

General . . . Ce e 11-1 11-1
Cl earance for Senl or USACE

Oficials . . . . 11-2 11-1
Subm ssion of C ear ance Request s 11-3 11-2

CHAPTER 12 FUNDI NG AND ACCOUNTI NG FOR TRAVEL

| ssuance of Travel Advances . . . 12-1 12-1
Travel of HQUSACE and OCE
Per sonnel . . e 12-2 12-3

Tenporary Duty Tr avel of USACE or

OCE Personnel for Another

Ofice . . 12-3 12-4
| ssuance of Gover nrrent Tr ansportatl on

Request (GIR) and Governnent Bill

of Lading (GBL) with Cvil Wrks

Fund Ctation . . . Co 12-4 12-5

CHAPTER 13 TRAVEL SUPPORT FORMS

General . . . . . . . . . . ... 13-1 13-1
Forms . . . . . . . . . . . . . . 13-2 13-1



APPENDI X

APPENDI X

APPENDI X

APPENDI X

APPENDI X

APPENDI X

APPENDI X

APPENDI X

APPENDI X

APPENDI X

APPENDI X

APPENDI X

I @ T m O O w

Par agr aph

REFERENCES
PRELI M NARY PLANNI NG

Table B-1. CONUS Travel Check Sheet
Tabl e B-2. CONUS Travel Check Sheet

MONTH OF FI SCAL YEAR DESI GNATI ON
ORGANI ZATI ONAL CODES

PROPOSED MONTHLY Al R TRAVEL
REQUEST FOR ACTUAL EXPENSE

ENG FORM 4960- R

TRI P REPORT FORVAT

EXAMPLE OF TRI P REPORT

FORMS

CHECKLI ST

TRAVEL PURPOSE CATEGCRI ES

OM 55-1-1
31 Jan 90

Page

A-1

B-1
B-2

F-1
G1

H1



OM 55-1-1
31 Jan 90

CHAPTER 1
| NTRODUCTI ON

1-1. Purpose. This regul ation del egates authorities and
prescribes procedures for processing and controlling travel
performed by personnel of HQUSACE and OCE

1-2. Applicability. This regulation applies to travel of
civilian and mlitary personnel in HQUSACE and OCE, and

i ndividuals traveling on invitational travel orders at the
request of HQUSACE and OCE. It also applies to the travel
expenses of persons enployed as consultants or experts.

1-3. References. Policies and procedures in this regulation are
based on gui dance presented in the regul ations and publications
listed in Appendix A Therefore, the reader of this regulation
should not use it to the exclusion of the referenced publications
since they provide the basic policy guidance from whi ch USACE
systens and procedures are devel oped. Persons havi ng questions
concerning procedures in this regulation should refer themto
CELD- TT.

1-4. Definitions. An explanation of the neaning of certain terns
used in this regulation is provided.

a. FOREI GN TRAVEL. All geographical |ocations outside the
50 United States, areas and installations in the Republic of
Panama made available to the United States under the Panama Canal
Treaty of 1977 and rel ated agreenents (as described in Section
3(a) of the Panama Canal Act of 1979). Trips to U S. territories/
possessions are no | onger considered as foreign travel for
ASA(CW consi derati on.

b. OCONUS TRAVEL. Travel outside the continental 48 United
States. This includes Al aska, Hawaii, Puerto Rico, the Virgin
| sl ands, and U.S. territories/possessions.

C. PERVANENT DUTY STATI ON. The | ocation where the enpl oyee
is actually stationed; the place where the enpl oyee expects and
is expected to spend the greater part of his/her tinme. Generally,
the corporate limt of the city or town determ nes an enpl oyee*s
official station.

d. POST CONFERENCE TOURS. Peripheral tours offered before
the start or after the conclusion of the fornmal conference
program wusually a tour of a non-technical nature.

1-5. Policy. Directors and Chiefs, Separate Ofices wll
critically review the necessity for TDY travel to ensure that
pur pose and cost of travel are consistent with the guidelines
prescribed herein.

1-1
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a. The nunber of people who nust travel for a single
purpose will be held to an absol ute m ni num

b. Do not permt travel when the matter in question can be
handl ed by mail or tel ephone.

C. Hol d use of rental cars to an absolute m ni num
d. Restrict the use of bl anket travel orders.
e. Reduce duration of trips to a m ni mrum nunber of days.

f. Critically review necessity for travel of two or nore
representatives on the sane trip.

g. Travel nust be directly and clearly related to m ssion
achi evenment. Travel that is marginal should be deferred or
cancel ed.

1-6. Responsibilities.

a. Directors and Chiefs, Separate O fices will ensure that
all travel by subordinates is approved and authorized by
officials to whom such authority has been del egated. An
aut hori zation shall be issued prior to the occurrence of travel
expenses. The authorization shall be as specific as possible in
the circunstances requiring travel. Travel shall be limted to
the m ni num necessary for m ssion acconplishnent.

b. Directors and Chiefs, Separate Ofices wll ensure
t hat :

(1) The designated travel approving/directing official
wi |l be at an organi zational level that wll ensure effective
control of travel. The approving/directing official*s primary
objective will be to ensure the necessity of official travel.

(2) The designated order authorizing or authenticating
official is an official who has full know edge of applicable
regul ations. The order authorizing/authenticating official is the
person designated to issue travel orders for the Commander

(3) Non-technical post conference tours wll not be
aut hori zed or approved at CGovernnent expense. However, USACE
personnel may attend and/or participate in nontechnical post
conference tours at their own expense, provided annual |eave is
approved for that purpose.

(3) DA Form 2374-R, Notification of Foreign Visit,

wll be forwarded to CELDAT 45 days prior to departure, except
for clearly indicated energency situations.

1-2
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C. Requests for clarification and/or deviation of the
provi sions contained in the Joint Travel Regul ations/Joint
Federal Travel Regulations (e.g., actual. expense authorization)
will be submtted to CELD TT.

o d. Directors and Chiefs, Separate Ofices will critically
revi ew and eval uate request for proposed travel of Governnent
contractor personnel to ensure that:

(1) Each trip is essential and can denonstrate
positive and substantial benefits.

(2) The conduct of official business requires personal
contact or observation.

e. Mlitary personnel traveling outside of CONUS nust have
been tested for Human T-Lynphotrophic Virus Type [l | (HTLV-111)/
Human | mmunodeficiency Virus (HV) within the last 6 nonths prior
to travel

1-7. Delegated Authorities. See Tables 1-1 and 1-2.

1-3
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Table 1-1, DD Form 1610, Routine CONUS TDY Orders
Requesti ng Appr ovi ng Order Aut hori zi ng
O ficial Oficial/ O ficial/and/or
and/ or Actg* Act g
Travel er Bl ock 17 Bl ock 18 Bl ock 20
Ex Oc
CECS CECS CEDC CEDC
Asst CECS CECS CEDC CEDC
CSM CECS CEDC CEDC
ACE ACE CEDC CEDC
Directors/ Directors/
C/ Sep O cs C/ Sep O cs CECS/ Asst CECS/ Asst
CECS CECS
OACE
Dep Asst DACE ACE ACE
Ex Dr DACE ACE ACE
Div Chiefs Div Chiefs DACE/ Ex Dir DACE/ Ex Dir
Br Chiefs Div Chiefs DACE/ Ex Dir DACE/ Ex Dir
O her Pers Br Chiefs Div Chiefs Div Chiefs
Cvil Wrks
DDir-Ex Dr/ DDir-Ex Dr/
ADCW ADCW Director Director
Div Chiefs Div Chiefs Ex Dir Ex Dir
Br Chiefs Div Chiefs Ex Dir Ex Dir
O her Pers Br Chiefs Div Chiefs Div Chiefs
M| Prograns
Dep/ Exec Dep/ Exec Director Director
AlDirectors A/Drectors Exec Dir Exec Dir
C/Sep O cs T Sep Ocs Exec Dir Exec Dir
Div Chiefs Div Chiefs Exec Dir Dep/ Ex Dir
Br Chiefs Br Chiefs Div Chiefs Div Chiefs
O her Pers Br Chiefs Div Chiefs Div Chiefs
Real Estate
Dep Dep Director Director
Div Chiefs Div Chiefs Director Director
Br Chiefs Div Chiefs Dep Dir Dep Dir
O her Pers Br Chiefs Div Chiefs Div Chiefs
Res & Dev
Dep Dep Director Director
C/ Sep O cs Dep Director Director
Q her Pers C/ Sep O cs Director Director
Res Mynt
Dep/ Ex Dir Dep/ Ex Dir Director Director
Adm n O cr Ex Dr Dep Dep
Div Chiefs Div Chiefs Ex Dir Ex Dir
Br Chiefs Div Chiefs Ex Dir Ex Dir
O her Pers Br Chiefs Div Chiefs Div Chiefs
*For | ocal travel approval see paragraph 6-4

1- 4
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Table 1-1, DD Form 1610, Routi ne CONUS TDY O ders-Conti nued
Requesti ng Appr ovi ng Order Aut hori zi ng
O ficial Oficial/ O ficial/and/or
and/ or Actg* Act g

Travel er Bl ock 17 Bl ock 18 Bl ock 20
Log Mynt

Dep/ Avi ati on Dep/ Avi ati on

Myr Myr Di rector Transp O cr

Exec Asst Dep Di rector Transp O cr

Div Chiefs Dep Di rector Transp O cr

Br Chiefs Div Chiefs Director Transp O cr

Q her Pers Br Chiefs Div Chiefs Transp O cr
I nfo Mgnt

Dep & Ex Dir Dep & Ex Dir Director Director

Admn O cr Ex Dir Deput y Deput y

Div Chiefs Ex Dir Deput y Deput y

Br Chiefs Div Chiefs Ex Dr Ex Dr

Q her Pers Br Chiefs Div Chiefs Div Chiefs
Per sonnel

Dep Dep Director Director

Adm n O cr Dep Di rector Di rector

Div Chiefs Div Chiefs Director Director

Br Chiefs Div Chiefs Dep Dir Dep Dir

Q her Pers Br Chiefs Div Chiefs Div Chiefs
Counsel

Dep Dep Director Director

MEA O cr Dep Director Director

C/ Sep O cs Dep Director Director

Q her Pers C/ Sep O cs Dep Dep
Engr I nsp Gen

Div Chiefs Div Chiefs CEl G CEl G

CSep O c C/ Sep Oc CEl G CEl G
Public Affairs

Dep Dep Chi ef Chi ef

Div Chiefs Div Chiefs Dep Dep

Q her Pers Div Chiefs Dep Dep
Security and Law Enf or cenent

Dep Dep Chi ef Chi ef

Q her Pers Dep Chi ef Chi ef
*For | ocal travel approval see paragraph 6-4
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Table 1-1, DD Form 1610, Routi ne CONUS TDY O ders-Conti nued

Requesti ng Appr ovi ng Order Authori zing
O ficial Oficial/ O ficial/and/or
and/ or Actg* Act g
Travel er Bl ock 17 Bl ock 18 Bl ock 20
Equal Enmpl Opp
Div Chiefs Div Chiefs Chi ef Chi ef
O her Pers Div Chiefs Chi ef Chi ef

Princi pal Asst
for Contracting

Dep Dep Chi ef Chi ef

C/ Sep Oc Dep Chi ef Chi ef

Q her Pers Dep Chi ef Chi ef
Sm & Di sadvant aged Bus Uti |

Dep Dep Chi ef Chi ef

Q her Pers Dep Chi ef Chi ef
Audi t

Q her Pers Team Chi ef Chi ef Chi ef
Hi story

Div Chiefs Div Chiefs Chi ef Chi ef

Cur at or Cur at or Chi ef Chi ef

Q her Pers Div Chiefs Chi ef Chi ef

*For | ocal travel approval see paragraph 6-4
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Requesti ng Appr ovi ng Order Aut hori zi ng
O ficial Oficial/ O ficial/and/or
and/ or Actg Act g
Travel er Bl ock 17 Bl ock 18 Bl ock 20
Ex Oc
Cdr CDR CECS CELD-TT
CEDC CEDC CECS CELD-TT
CECS CECS CEDC CELD-TT
Asst CECS CECS CEDC CELD-TT
CSM CECS CEDC CELD-TT
ACE ACE CEDC CELD-TT
OACE
Dep Asst DACE ACE CELD-TT
Ex Dr DACE ACE CELD-TT
Div Chiefs Div Chiefs DACE CELD-TT
Br Chi efs Div Chiefs DACE CELD-TT
O her Pers Div Chiefs DACE CELD-TT
Directors/ Directors/
C/ Sep O cs C/ Sep O cs CECS CELD-TT
Div Chiefs Div Chiefs Directors/
C/ Sep O cs CELD-TT
O her Pers Div Chiefs Directors/
C/ Sep O cs CELD-TT
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CHAPTER 2
ADVANCE PLANNI NG
2-1. CONUS TDY Travel .

a. Consult Prelimnary Planning Sheet, Table B-1, Appendi X
B for nunmber of days required for various support services.

b. Under nornmal circunstances, travelers should submt DD
Form 1610 to their order authorizing official at |east eight work
days in advance of anticipated date of departure.

2-2. OCONUS/ Forei gn TDY Travel

a. Travel ers should consult Prelimnary Planning Check
Sheet, Table B-2 Appendix B for actions to be acconplished and
lead tine required to conplete these actions.

b. When the specified |ead tine shown on the Prelimnary
Pl anni ng Check Sheet cannot be net, Directors and Chiefs,
Separate Ofices will be responsible for providing necessary
speci al nessenger service.
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CHAPTER 3
TRAVEL ORDERS
3-1. Ceneral.

a. DD Form 1610, Request and Authorization for TDY of DCD
Personnel, is prescribed for general use in connection with al
official tenporary duty travel. It wll be used for group or
bl anket tenporary duty travel, with a continuation sheet or
sheets containing additional names, authorizations and necessary
information. DD Form 1610 will not be used for invitational
travel orders.

b. Most of the itens on DD Form 1610 are sel f-explanatory.
In general, itens should be conpleted as foll ows:

(1) Date of Request - Enter day, nonth, and year;
i.e., 25 July 1988.

(2) Nane and SSN - Enter nane and social security
nunber of traveler.

(3) Position and Title and Grade or Rating - Self
expl anat ory.

(4) Oficial Station - Enter nanme and | ocation of
per manent duty station.

(5) Organi zational Elenment - Enter division, branch.
(6) Phone No. - Enter conplete tel ephone nunber.

(7) Type of Order - Indicate as appropriate,, e.g.,
TDY, repeated, anmendnent, confirmatory, blanket, cancellation.

(8) Security Cearance - The degree of security
cl earance for the period of tenporary duty will be included in
the order, i.e.,, interimor final security clearance, top
secret, secret, or confidential, as appropriate; i.e.,
"individual cleared for access to classified material up to and
including (classification) for the period of this TDY. The
statenent "Access to classified data not required " wll be
i ncl uded when appropriate. This itemis to be used only when
consi dered necessary by the travel directing official.

(9) Purpose of TDY - Specify clearly and fully (see
par agr aph 3-2g).



OM 55-1-1
31 Jan 90

(10) Approxi mate Nunber of Days of TDY:

(a) Include travel time. The assignnment, includi
travel time, may be exceeded by 100% or 7 days, whichever is
| ess, without requiring an anmendnent.

(b) Proceed On or About (Date) - Indicate for
begi nning of official travel which will be as accurate as
possible (official travel may begin as much as 7 days before or
after the indicated date but is not official until the date
travel order |s issued).

(11) Itinerary - Indicate places fromand to which
official travel is authorized and “return to” point. If it is
expected that the traveler may have to alter the prescribed
itinerary to acconplish m ssion assignnent, Indicate by an “X
bl ock preceding “variation authorized.” Variation should be
l[imted within specific division/district, or area.

(12) Mode of Transportation - Indicate in block(s)
provi ded, the node(s) authorized.

(13) Per Diem - Wen the rates prescribed in the
JTR/JFTR are to be authorized, check the block “Per D em
Aut hori zed in accordance with JTR' and nake no further entries
regardi ng per diemrates.

(14) Estimated Cost —Self explanatory.

(15) Advance Authorized - Leave bl ank. The anmount of
advance of travel funds wll be conputed by the Finance and
Accounting Ofice.

(16) Remarks - may be used for special authorization
any pertinent information.

(17) Requesting Oficial (Title and Signature) —See
Tables 1-1 and 1-2.

(18) Approving Oficial (Title and Signature) —See
Tables 1-1 and 1-2.

(19) Accounting Citation - Show appropriate fiscal
data, with conplete fund citation, including appropriation ADP
wor kcode and fiscal station nunber.

ng

or

(20) Order Authorizing Oficial or Authentication —See

Tables 1-1 and 1-2.

3-2
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(21) Date Issued - Show date that order was issued.

(22) Travel Order Nunber - Show the identifying nunber
whi ch has been assi gned.

C. Item 11 above nmay indicate travel from enpl oyee*s place
of abode and return thereto. For the purpose of TDY entitlenents
pl ace of abode is defined as the residence or other quarters from
whi ch the enpl oyee regularly commutes to and fromwork. Travel
approving officials will ensure that orders do not direct travel
frompoints other than residence or quarters in excess of the
resi dence quarters where the enployee regularly commutes to and
from worKk.

3-2. Preparation of Travel O ders.

a. In the preparation of travel orders the accounting
citation block will reflect the appropriate accounting citation,
i ncl udi ng appropriation APD workcode, fiscal station nunber (FSN)
and Organi zati on Code.

b. | medi ately after preparation of travel orders by the
el enment the formw ||l be processed through HECSA Fi nance and
Accounting Branch Representative in Room 1213C for fund
certification. If the orders have been approved by the order
aut henticating office, HECSA wll retain two copies.

c. \Wen travel orders Include points outside the
Continental United States and transportation is furni shed by
Mlitary Airlift Command (MAC) a Custoner Identification Code
(AC will also be Included in the accounting citation bl ock.
Cont act HECSA Fi nance and Accounting O fice for ClC codes.

d. Travel orders which do not call for the use of
Governnent facilities when avail able, or which authorize the
hiring of special conveyances, will be held to the absolute
mnimum Directors and Chiefs of Separate Ofices will ensure
that these exceptions are made only in cases where m ssion
performance |Is essential. For those existing Governnent
facilities, Directors and Chiefs of Separate Ofices will require
approval by the approving official that utilization of existing
Governnent facilities would adversely affect the perfornmance of
assi gned m ssion. The requesting official and traveler w |
furnish, in witing, the travel approving official specific
justification that such use is inpractical.

e. Al travel orders will include the anmount of estimated
costs. All estimates will be as realistic as possible.

(1) “Per Dienf estimate will include only costs for
per diem In quarter day increnents.

3-3
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(2) “Travel” estimates wll reflect the cost of
commercial transportation at Governnent rates or ml eage
al | onance for use of privately owned conveyance to and from
tenporary duty | ocation

(3) “OCther” estimates will include all costs, except
t hose in subparagraphs (1) and (2) above, for itens reinbursable
to the traveler (e.g., taxi fares, rental car costs, registration
fees, transportation to and fromtermnals, parking fees, use of
privately owned conveyance at TDY site, etc.). For PCS travel the
estimate will include the costs for transportation and storage of
househol d goods, tenporary quarters and subsi stence expense, real
estate expense, and m scel | aneous expenses.

(4) *“Total” estimated costs, the sumof (1), (2) and
(3) above, will be the amount used by HECSA Fi nance and
Accounting Branch to certify funds.

(5) Blanket travel orders will reflect a NTE doll ar
limt for the fiscal year or other period of issuance.

f. Travel order approving officials will ensure that the
GIR cost is shown in item 16 of DD Form 1610 when travel by
privately owned conveyance is not nore advantageous to the
Governnent. Item 16 wll also reflect any annual | eave approved
in conjunction with the TDY assignnent, except for mlitary
personnel. If travel involves post conference tours, the tour and
cost will also be reflected.

g. Al travel orders, DD Form 1610, will include standard
pur pose categories to identify the reason for travel in addition
to any ot her description of the purpose of TDY. The applicable
pur pose categories will be included in item9 of DD Form 1610.
Consult Appendi x L for purpose categories and descriptions.

3-3 Bl anket Travel Orders.

a. Bl anket travel orders are issued to enpl oyees/ nmenbers
who frequently nmake trips away fromtheir permanent duty station,
within certain geographical limts, in the performance of
assigned duties. Normally, such orders are issued for an entire
fiscal year

b. Bl anket travel orders will be used only if regular TDY
orders or repeated orders will not acconplish the m ssion.

C. Bl anket travel orders will be authorized only for those

personnel perform ng m ssions considered absolutely essential to
t he operation of the m ssion.

3-4
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d. Directors and Chiefs of Separate Ofices wll
t horoughly eval uate requests for approval of blanket travel
orders to ensure they are fully justified and include specific
reasons why bl anket travel orders are required. Oficials
eval uating requests for blanket travel orders will apply the
followng criteria prior to submtting requests to CELD TT:

(1) The urgency of the mssion is such that there is
insufficient time to process a normal request for TDY

(2) The requirenent cannot be satisfied by another
type of order, e.g., repeated travel order

(3) The requirenent occurs often enough to justify
bl anket travel orders.

e. Positions approved for blanket travel orders wll be
reviewed on a sem annul basis to determne their valid
essentiality.

f. Bl anket travel orders will not be used to conpensate
for adm ni strative workl oads.

g. Bl anket travel orders will be prepared on DD Form 1610,
Request and Aut hori zation for TDY Travel of DOD Personnel, and
will be submtted to CELD-TT along with justification. Ceneral
Oficers and staff nenbers of the Executive Ofice need not
submt justifications. DD Form 1610 will be conpl eted through
item 19 and will be approved by the appropriate order approving
of ficial.

h. Format for preparation of orders is shown in Figure
J—1, Appendi x J.

3-4. Repeated Travel O ders.

a. Repeated travel orders allow any necessary nunber of
separate round trip journeys fromthe permanent duty station to
and fromor between specified |ocations. Each separate journey
may necessitate a stopover for duty at one or nore places before
returning to the permanent duty station. Travel will not be
solely between the place of duty and the place of |odging. Sanple
for preparation of repeated travel order is shown in Figure J-2,
Appendi x J.

b. Repeated travel orders may be issued for periods up to
60 days and nay be reissued if necessary.
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3-5. TIDY Oders for Mlitary Personnel. Travel orders may be

i ssued up to 179 cal endar days. Requests for TDY in excess of 179
cal endar days will be submtted to CEPE-MA for forwarding to DA

| evel for approval, NLT the conpletion of the 145th day of TDY.

3-6. lnvitational Travel Oders.

a. Invitational travel orders are issued to individuals
who are not Federal Governnent enpl oyees or nenbers of the
Uni formed Services. Enployees from other Governnent agencies who
travel /performwork for USACE should not be issued invitational
travel orders.

b. Travel allowances authorized for individuals traveling
under invitational travel orders are [imted to those normally
aut hori zed for enployees in connection with tenporary duty
travel

c. Advance of funds is not allowed for persons traveling
under invitational travel orders.

d. Travel of foreign nationals nust be approved by HQDA
Ofice of the Deputy Chief of Staff for Intelligence (ODCSINT)
prior to issue of invitational orders. Al orders for travel of
foreign nationals, to or within CONUS, or from CONUS to OCONUS,
wll be forwarded to CEPM S-FL for coordination and approval by
DA. After DA approval CEPMS-FL will forward requests to the
HECSA representative for fund certification

e. Procedures for requesting invitational travel orders
are contained in Chapter 13, paragraph 13-2p of this regulation.

3-7. NATO Travel O ders.

a. NATO travel orders are required for US Mlitary
Personnel directed to travel to or through Bel gium Canada,
Denmar k, France, Federal Republic of Germany, G eece, |celand,
Italy, Luxenbourg, the Netherlands, Norway, Portugal, Turkey, or
the United Kingdom NATO travel orders are not issued to civilian
personnel .

b. CELD-TT wi Il furnish NATO order (Figure J-3, Appendi X
3).

3-8. Exceptions. Wen travel is performed within the limts of
HQUSACE and the surroundi ng nmetropolitan areas, authorization by
the travel directing official may be oral. Travel orders wll not
be issued when it is known that the claimfor travel expense wl|
not involve the paynent of per diemand will involve only

rei mbursenent for the use of a privately owned conveyance
approved as being nore advantageous to the Governnent. In such
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cases, reinbursenent will be effected on SF 1164, Cl aimfor
Rei nbur senent for Expenditures on O ficial Business.

3-9. Revocations.

a. DD Form 1610 will be used for revocation of TDY travel
orders (Figure J-4, Appendix J).

b. DD Form 1614 will be used for revocation of permanent
change of station travel orders.

C. Revocation of invitational travel orders will be
requested by an informal nenmorandum ( Figure J-5 , Appendix J).

d. Revocations for permanent change of station orders wll
be forwarded through the HECSA Fi nance and Accounti ng
representative.

e. Revocations for invitational orders will be forwarded
t hrough the HECSA Fi nance and Accounting representative, to
CELD TT.

3-10. Nunberi ng Travel O ders.

a. DD Form 1610, Block 22 will be nunbered using a fiscal
year designation, a nonth of the FY designation (Appendix C) and
organi zati onal code (Appendix D), and a sequence nunber. Each
el emrent will use their own sequence nunbers fromO001l to 999. A
sanpl e nunber for the Directorate of Resource Managenent woul d be
88-01-DOA for the first travel order of the year. The nunber
al so indicates that the travel order was issued during October
(first nonth of the fiscal year).

b. Anendnents to travel orders wll have the sane nunber
as the original order followed by a |etter designation. The first
amendnent to the above order will be 88-01-D001l -A and the second
amendnent woul d be 88-0Il - DOOI - B.

C. Directors and Chiefs of Separate O fices nmay assign
bl ocks of nunbers to internal elements responsible for preparing
travel orders. The allocation nust be made within the el enent*s
numeri c sequence from 001l to 999. Duplicate nunbers wthin the
sane organi zation shall be avoi ded.

d. I f an el enent processes nore than 999 travel orders
during a fiscal year, the sequence will be repeated substituting
an al pha character for the first nunber, i.e., 88-10-DA01 would

be the 1000th travel order issued by DRM (if travel order was
issued in July). Follow ng use of DA 999, the next nunber would
be DBO1.
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e. Consult Appendi x D for organi zational code for issuance
of orders.

3-11. Anendnents. DD Form 1610 or 1614, whichever is applicable,
wi |l be used. Request for anmendnent of invitational travel orders
will be submtted via informal nmenoranduns. Al anmendnents will
be forwarded t hrough HECSA, Finance and Accounting Branch
representative. (Figures J-6 thru J-8, Appendix J).

3-12. Permanent Change of Station (PCS) Travel Orders. Cuidance
and procedures for issuance of PCS orders are contained in
Chapter 7.
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CHAPTER 4
MODES OF TRANSPORTATI ON

4-1. &overnnment Conveyance. Chapter 2, Part B, Volunme 2, JTR
governs the control of use of Governnent conveyance.

4-2. Privately Omed Conveyance.

a. Chapter 2, Part D, Volunme 2, JTR, prescribes procedures
to be used when authorizing the use of a privately owned
conveyance.

b. I ndi vi dual s who are authorized the use of privately
owned airplanes for TDY will include in travel orders a
certification by the pilot that he/she and the aircraft to be
used neet all applicable Federal Air Regulations with respect to
the pilot qualifications and currency and aircraft air worthiness
requi renent.

c. Al non-mlitary aircraft authorized for use by

i ndi viduals on TDY shall, at a mninmm be equi pped with a two-
way radi o.
d. If other official passengers are to be carried, both

the pilot-in-command and the aircraft to be used shall neet the
requi renents set forth in Federal Air Regulations, Part 135 for
air taxi.

e. Only those chartered air taxi operators holding the
St andar di zed Tender of Service for Passenger Air Transportation
by Chartered Air Taxi Service, approved by HQ Mlitary Traffic
Managenent Command, may be used for novenent of personnel.
Arrangenent for charter air taxi will be nade with Ask M. Foster
Travel Services.

4-3. Rental Cars

a. Wen it is determned that an autonobile is required
for official travel, commercial rental car conpani es under
agreenent with the Mlitary Traffic Managenment Conmand ( MIMC)
shoul d be used. However, travelers may rent vehicles direct from
comercial conpanies. This applies to travelers who travel to
their destination by comnmon carrier, e.g., airplane, train, or
bus and would customarily rent a vehicle for local transportation
in the destination area. Governnent furnished autonobiles wll
continue to be used in isolated areas where commercial rental
contractors are not avail abl e.
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b. When an automobile is required for official travel
performed locally or within commuting di stance of an enpl oyee*s
desi gnat ed post of duty a Governnent-furni shed autonobile is the
first resource. If Governnent-furnished autonobile |Is unavail abl e
commercial rentals may be used.

C. Speci al conveyances, such as rented or hired
aut onobi l es, taxis, boats, aircrafts, livery or other neans of
transportation, may be utilized by travelers in a TDY status if
t he use of such is authorized.

d. Travel ers authorized to use a commercial car renta
nay:

(1) Make reservations preferably with Ask M. Foster,
but may rent directly fromthe rental car agency.

(2) Use personal credit cards.

e. Rei mbur senent for official use of the car will be
clained on DD Form 1351-2, Travel Voucher or Subvoucher. An
item zed statenent of costs will be attached to the trave
voucher .

f. Except for general officers, DD Form 1351-2 wil|l
include a statenent that the entire use of a rented vehicle was
for official business. If an autonobile has been used partially
for nonofficial business, all travelers, except general officers,
will furnish a specific itinerary and mleage for all nonofficial
use. Ceneral officers may furnish only the total nonofficial
m | es.

g. | nsurance. Travelers on official business are not
subject to any fee for Collision Damage Wi ver, and in the event
of an accident, wll not be subject to any collision danage
responsibility (see the Federal Travel Directory for
participating car rental agencies). Personal Accident |nsurance
or Personal Effects Coverage may be offered to the travel er but
are not a prerequisite for renting a vehicle. Wen renting from
conpani es not participating in the Mlitary Traffic Managenent
program standard Col |lision Damage Wi ver practices wll apply.
Rei mbur senent for the cost of purchasing extra collision
i nsurance when official travel is perfornmed wholly within the
continental United States, Al aska, Hawaii, Puerto R co, or the
territories and possessions of the United States is prohibited.
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4—4. Adnministrative Approval for Civilian Use of Privately Omed
Aut onobi | e Not Approved in Advance of Travel.

a. In those cases where a civilian enployee on officia
busi ness el ects to use a privately owned autonobil e and has not
secured approval in advance of travel the travel approving
official (see Delegated Authorities) may exercise admnistrative
approval on the reverse of DD Form 1351-2 to approve this node of
transportation (Figure J-9, Appendix J).

b. Admnistrative approval Is limted to those all owances
specified in Chapter 4, Part N, Volune 2, JTR

4-5. Use of Travel Agencies. Travel agencies under contract to
the US Governnment will be used to secure passenger
transportation. The provisions prescribed in subparagraphs a and
b bel ow apply only to use of travel agencies not under contract
to the US Governnent.

a. Travel agencies will not be used to secure any
passenger transportation services:

(1) Wthin the 50 states, the D strict of Col unbia,
Canada or Mexi co;

(2) Between the 50 states, the District of Col unbi a,
Canada, or Mexi co;

(3) Fromthe 50 states, the District of Colunbia,
Puerto Rico, the Canal Zone, or the territories and possessions
of the United States;

(4) Between the 50 states or the District of Colunbia
and Puerto Rico, the Canal Zone, or the territories and
possessions of the United States;

(5 Between and within Puerto Rico, the Canal Zone and
the territories and possessions of the United States.

b. | f an enpl oyee is not aware of the above procedures and
purchases transportation for official travel with personal funds
froma travel agent, he/she will be reinbursed the anount paid
not to exceed the cost which would have been incurred if the
transportati on had been purchased directly froma comrerci al
carrier. In such cases, enployees will be advised that recurrence
of such use of travel agents will result in denial of any
rei nbursenent for the transportation procured unless it can be
denonstrated that he/she had no alternative.
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4-6. Aviation Support.

a. Requests for air transportation utilizing USACE Arny
aircraft wll be made through CELD T, ext 20849. Requests should
be made not later than 15 days prior to anticipated departure.

b. Requests will include the follow ng applicable priority
cat egory code:

(1) Priority 1 is energency airlift in direct support
of operational forces or for |ifesaving purposes.

(2) Priority 2 is official business airlift of
personnel or cargo with schedule or delivery constraints not
sati sfied by any other node of travel.

(3) Priority 3 is other official business airlift of
passengers or cargo that requires the carrying of classified
material for m ssions not accommobdated by mail or the Arned
Forces Courier Service.

(4) Priority 4 is airlift that requires the conduct of
of ficial business at a destination or while en route by a group
or team This priority is used when nenbers of the group nust
travel or arrive together and this cannot be done by other nodes
of transport.

(5 Priority 5 1s official business airlift shown to
be | ess than any other node of travel and that satisfies
scheduling or delivery constraints. Requests under this priority
wi |l be supported only when cost-effective.

4-7. Unused Acconmmpbdati ons.

a. When a traveler finds that he/she will not use
accommodat i ons whi ch have been reserved for them the traveler
must rel ease themwi thin the tine limts specified by the
carrier. Failure of the traveler to take such action may subject
themto liability for any resulting | osses.

b. Travel ers may keep paynents received froma carrier for
voluntarily vacating a seat on an overbooked flight and taking a
|ater flight. However, no additional per diemmy be paid as a
result of the delay in the traveler*s return. If the traveler
I ncurs additional travel expenses as a result of voluntarily
giving up the seat, beyond those which would normally have been
| ncurred, such additional expenses are not the responsibility of
t he Governnent.
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C. In contrast to subparagraph b, if a traveler Is
involuntarily deni ed boardi ng on an overbooked flight,
conpensation for the denied seat is due to the Governnent.
Therefore, if the airline pays the enployee directly for such
deni ed boarding, the traveler nust relinquish that paynent to the
Governnent, with the travel reinbursenent voucher.

d. A traveler should not voluntarily give up a reserved
seat if it would inpinge upon the performance of official duties.

e. | f the enpl oyee*s travel is delayed as a result of
voluntarily giving up reserved space, the enployee will be
charged annual |eave for the additional hours.

f. Wen transportation is furnished which Is inferior to
that shown on the ticket or when a journey is term nated short of
the destination specified on the transportation request and/or
ticket, the traveler will request a refund certificate or
application fromthe air carrier.
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CHAPTER 5

G FTS, GRATU TI ES AND OTHER BENEFI TS RECElI VED FROM COMVERCI AL
SOURCES | NCI DENT TO PERFORVANCE OF OFFI Cl AL TRAVEL

5-1. Ceneral.

a. Al rights to gifts, prizes, incentives, benefits and
servi ces obtai ned when performng official travel becone the
property of the Governnent, except as otherwise indicated in this
chapter. Wiile acceptance of pronotional material s/services or
enrollnment in airline mleage accunul ati on prograns i s not
mandatory, travelers are encouraged to participate to help reduce
overall costs of official travel.

b. Travelers are obligated to account for any gift,
gratuity or benefit received fromprivate sources when performng
official travel. This includes pronotional materials given by
airlines, rental car conpanies and hotel/notels, for exanple,
bonus flights, reduced fare coupons.

c. \Wien a traveler receives pronotional material he/she is
accepting it on behalf of the Governnment. Al rights to such
mat eri al become the property of the Governnment and nust be
rel i nqui shed.

d. Travel ers may keep itens of nominal intrinsic value (e.
g., pens, pencils or calendars) or itens offered for custoner
relations purposes (e.g., free wne on delayed flights).

e. Travel ers are encouraged to enroll in mleage
accunul ati on (FREQUENT FLYER) prograns to gain full or discounted
travel which would ultimately accrue to the Governnent. However
any mleage credits earned becone the property of the Governnment.
O ficial and personal credits should not be m xed.

f. Travel ers nust turn in travel bonuses carrying
expiration dates, and nontransferable travel coupons, even if
t hey cannot be used by the Governnent for future official travel.

5-2. Pronotional Materials.

a. Travel ers accepting pronotional materials nmust turn in
mat eri al or docunents to the HQUSACE Transportation O ficer.

(1) Transferable tickets, coupons or certificates
shoul d be used/ applied toward future official travel of
enpl oyees.
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(2) Non-transferable tickets or other discount
docunents should be turned in and applied to future travel
requi renents of the individual. Whenever possible, docunents
shoul d be requested in the nane of the U S. Governnent or the
Department of the Arny.

b. Pronoti onal coupons that carry a cash surrender val ue
shoul d be redeened i medi ately. Cash received from redeened
coupons should be turned in to the finance and accounting office.

C. Tradi ng stanps, precious netals and physical articles,
such as cl ocks, sports equi pnent, appliances and | uggage, shoul d
be turned in to the Supply Dvision, Directorate of Logistics
Managenent .

d. Tickets, coupons or certificates turned in by the
travel er that cannot be used should be disposed in accordance
Wi th appropriate property disposition procedures. If price
reductions in lieu of trading stanps, precious netals and
physi cal articles cannot be negotiated and they have no practi cal
use, the Supply Division should arrange for transfer of the
property to a nearby Federal Hospital or simlar institution that
i s operated, managed or supervised by the DOD or the Veterans
Adm ni stration.

e. Procurenment of transportation for official purposes is
based on cost effectiveness rather than participation in
pronoti onal prograns. Consequently, all policies relating to
routing and sel ection of nodes/carriers remain unchanged.
Travel ers shoul d be warned agai nst patroni zing or requesting Ask
M. Foster Travel Agency to select carriers solely for the
pur pose of receiving the extra benefits that may be provided by
any particular carrier.
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CHAPTER 6
TRAVEL W THI N AND AROUND PERMANENT DUTY STATI ON (LOCAL TRAVEL)
6-1. General.

a. The foll owm ng nodes of transportation wll be
considered in the order shown, to the extent that they are
avai | abl e and capabl e of neeting m ssion requirenents, for round
trip travel between the permanent duty station, or residence and
any location wthin the surrounding netropolitan area:

(1) During normal duty hours:
(a) DoD schedul ed bus service.

(b) Schedul ed public transportation (Metrorail or
Met r obus) .

(c) DoD notor vehicle.
(d) Privately owned conveyance.
(e) Taxi cab.

(2) Before or after normal duty hours:
(a) DoD schedul ed bus service.

(b) Schedul ed public transportation (Metrorail or
Met r obus) .

(c) Privately owned conveyance
(d) Taxi cab.
(e) DoD notor vehicle.

b. Except for the use of bus or netro, authorizing
official(s) will make a determ nation of advantage to the
Governnent before travel is authorized by taxicabs, rental cars
and privately owned conveyance.

C. Governnment transportation is that transportati on owned,
| eased, or chartered by any U. S. Governnment agency.

d. Commerci al transportation is transportation
comercially owned and operated (e.g., streetcars, buses, trains,
subways, taxicabs). Rented autonpbiles and other speci al
conveyances commercially owned but operated by enpl oyees are al so
consi dered as commerci al transportation.
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e. Private transportation is any privately-owned
conveyance used by an enpl oyee.

6-2. Policy. Generally, a per diemallowance will not be

aut hori zed when an enpl oyee does not incur additional subsistence
expenses because of a tenporary duty assignnent in the vicinity
of , but outside, the permanent duty station regardl ess of whether
or not travel begins or ends at the enpl oyee*s regul ar place of
duty or residence.

6-3. Local Travel Geographical Areas. Local travel includes
travel in Washington DC (all locations within the corporate
limts of the District of Colunbia; the cities of Al exandria,
Fall s Church, and Fairfax and counties of Arlington, Loudoun and
Fairfax in Virginia and counties of Mntgonery and Prince Georges
in Maryl and); Manassas (all locations in Prince WIIliam County);
Anne Arundel County, Baltinore Cty and the counties of Baltinore
and Harford, Howard, MD; Berryville and Wnchester, VA

6-4. Approvals.

a. O ficials designated in Table 1-1 as approving and/ or
order authenticating officials will authorize and approve | ocal
travel for enpl oyees for the purpose of conducting official
Gover nnent business. Additionally, local travel may be approved
by any designated official, in TABLE 1-1, above division chief.
If the division chief is a general officer or an SES civilian,
authority may be delegated, in witing, to a senior official at
the division |evel or higher.

b. Approving officials may establish procedures for first-
| ine supervisors to review | ocal travel vouchers. Di screpancies
or any unreasonabl e costs should be brought to the attention of
t he approving official and resolved before |ocal travel vouchers
are presented for paynent.

c. Approving officials will determ ne the node of
transportation available that may be used advantageously in the
transaction of official business, and ensure that funds are
avai |l abl e.

d. Each HQUSACE el enent will furnish the Finance Ofice,
Mlitary District of Washington (MDW and the HQUSACE | nprest
Fund Cashi er an authenticated DD Form 577, Signature Card, for
officials who are designated to approve | ocal travel vouchers
(Figure J-10, Appendix J).

e. Directors and Chiefs, Separate Ofices will establish
an annual review of DD Form 577, Signature Card(s) to ensure that
cards are current and establish appropriate procedures to ensure
that only authorized personnel are designated as approving
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of ficials.
6-5. Criteria Governing Sel ection of Transportation. Appropriate

approving officials in approving the use of |ocal transportation
wi |l consider:

a. Mode of transportation providing the nost expeditious
handl i ng of official business.

b. Rel ati ve costs, and,
C. Ceogr aphi cal factors.

d. | f Governnment transportation is available and its use
will result in equal or greater advantage to the Governnent,
personnel will be directed to use such transportation. Regularly
schedul ed Governnent -operated bus wll be used if avail abl e.

e. | f the use of commercial or private transportation wll
result in greater advantage to the Governnent, its use may be
aut hori zed.

6-6. Use of Privately Omed Convevance (POC) Bet ween Hone and
Alternate Duty Point.

a. \Wien the use of a privately owned conveyance is
aut hori zed or approved as advantageous to the Governnent for
travel between the enpl oyee*s place of abode and an alternate
duty point (a duty point within or outside of the enpl oyee*s
per manent duty station other than the regular place of work),
instead of reporting to the regular place of work and then to the
alternate duty point, the enployee is entitled to rei nbursenent
on a mleage basis for the distance travel ed between pl ace of
abode and the alternate duty point.

b. Travel for a short duration of tinme, payable from
HQUSACE funds NTE two (2) consecutive weeks may be paid fromthe
| mprest Fund Cashier. Al other travel will be paid in accordance
w th paragraph 8-11.

6-7. Use of Privately Owmed Conveyance Between Hone and
Alternate Duty Point and Pernmanent Duty Station.

a. Home to work transportation can only be authorized by
the Secretary of the Arny. It is an established rule that
enpl oyees nust place thenselves at their regular places of work
and return to their residences at their own expense.

b. If the use of a privately owned conveyance is

aut hori zed or approved as advantageous to the Governnent the
followwing will apply:
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(1) Residence to permanent duty station and then to
alternate | ocation and return to residence, reinbursenent nay be
aut horized from permanent duty station to alternate location to
resi dence.

(2) Residence to permanent duty station and then to
alternate location and return to permanent duty station,
rei nbursenent may be authorized for round trip between pernmanent
duty station and alternate | ocation.

(3) Residence to alternate |ocation and then to
permanent duty station and return to residence, reinbursenent may
be authorized fromresidence to alternate |ocation to permanent
duty station. Parking at headquarters may be authorized when it
is determned that the use of other nodes of transportation are
not econom cal or avail abl e.

(4) \When an enpl oyee parked in a commercial facility
is authorized to use a privately owned conveyance, because of
official necessity, and is required to pay an additional parking
fee to re—enter the comercial parking facility after conpletion
of official business, reinbursenent for the parking fee may be
aut hori zed.

6-8. Use of Privately Owmed Conveyance at Long Term Trai ni ng
Courses. In connection with a long termtraining assignnment of 30
or nore cal endar days, the enployee is entitled to the distance
bet ween the place of abode and the training location, if the
training location is within commuti ng di stance fromthe place of
abode, provided the use of a privately owned conveyance is
determ ned to be advant ageous to the Governnent.

6—9. Parking Receipts. Receipts for parking will be attached to
the | ocal travel voucher.
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CHAPTER 7
PERVMANENT CHANGE OF STATI ON (PCS) TRAVEL-CI VI LI AN PERSONNEL ONLY

7—. Permanent Change of Station (PCS) Travel Wthin the
Continental United States. The activity to which the enployee is
transferred is responsible for the issuance of PCS orders. The

|l osing activity may be requested to issue orders when energency
time constraints preclude issuance by the receiving office. In
such an instance authorized all owances nust be specified and
funds nmust be properly certified before a fund citation is

f ur ni shed.

7-2. |Issuance of PCS Travel O der

a. The Custoner Service Ofice within the Ofice of
Personnel is responsible for issuing PCS orders.

b. CEPE-CS will:
(1) Determne PCS entitlenents.
(2) Conpute estimated costs.
(3) Contact enployee to provide instructions.

(4) Issue DD Form 1614, Request and Authori zation for
DOD Civilian Permanent Duty Travel .

(5) Prepare DD Form 1351, Travel Voucher (Advance of
Funds) .

(6) Forward travel order to gai ni ng HQUSACE office for
signatures of requesting and approving officials. Ofice(s) are
to return signed order to CEPE-OS. The gaining office(s) are al so
responsi ble for reporting accounting citations to be used in
bl ock 22 of travel order.

(7) Forward travel order to appropriate finance and
accounting officer for certification of availability of funds.

7-3. Round Trip Travel Between O d and New Duty Stations to Seek
Per manent Resi dence (Househunting Trip).

a. An enployee and spouse, or either, may be authorized
one round trip at Governnent expense. A househunting trip wll be
aut hori zed only when the circunstances indicate that it iIs
actually needed and to mnimze or avoid the expense invol ved
whenever satisfactory and nore econom cal arrangenents can be
made.
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b. CEPE-OS wi Il critically review each request and
consider the follow ng guidelines before authorizing a
househunting trip.

(1) Arranging Permanent Quarters Before Mwve. |If the
enpl oyee has a large famly and nust pronptly vacate the
residence at the old duty station, it may be less costly to the
Governnent, as well as nore convenient to the enpl oyee, to
conpl ete arrangenents for a new residence before the nove
actual ly takes pl ace.

(2) Arranging Permanent Quarters While in Tenporary
Quarters. If the enployee has no famly or a small famly, It may
be Il ess costly to allow the enployee and famly to stay in
tenporary quarters the full 60 days until permanent quarters are
f ound.

(3) Avoiding Househunting Trip. If tenporary quarters
are to be authorized, a househunting trip should be avoided. It
may be | ess costly to the Governnment, and nore satisfactory to
t he enpl oyee, for the enpl oyee*s dependents to remain at the
residence at the old duty station while the enpl oyee occupi es
tenporary quarters at the new duty station

(4) On Tenporary Duty at New Duty Station. In those
i nstances where the enployee may be on a tenporary duty
assignment at the new duty station for a period before the actual
transfer becones effective, a special trip by the enployee to the
new duty station for the purpose of finding quarters should not
be necessary.

c. A househunting trip will not be authorized when the
purpose of the trip Is to permt the enployee to deci de whet her
or not to accept the transfer.

7-4. Tenporary Quarters. CEPE-OS will authorize tenporary
quarters only as an expedient and only for the period of tinme the
occupancy of such quarters is necessary. As a general policy,
tenporary quarters will not be authorized, or if determ ned
necessary will be reduced, if:

a. A househunting trip has been made. If under unusua
ci rcunstance a househunting trip and tenporary quarters are
aut horized, justification will be furnished by the travel
approving officials.

b. Previous tenporary duty or pernmanent duty assignnents
at the new permanent duty station have enabl ed the enpl oyee to
make arrangenent for adequate pernmanent residence quarters.

C. The famly does not intend to nove to the new permanent
duty station until sonetine after the enpl oyee*s transfer.
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7-5. Travel Approving Oficial Requirenents. In the event there
is a dispute between CEPE-OS and the enpl oyee on travel
entitlements, it is the responsibility of the travel approving
official to make a determ nation, based on CEPE- OS*s
reconmendat i on.

7-6. Permanent Change of Station Fromthe Continental US to an
Overseas Activity. DD Form 1614, Request and Aut horization for
DOD Civilian Permanent Duty Travel, for personnel transferring
from HQUSACE to an overseas activity will be initiated by
Recrui t ment and Pl acenent Branch, Directorate of Personnel.
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b. CEPE-OS wi Il critically review each request and
consider the foll ow ng guidelines before authorizing a
househunting trip.

(1) Arranging Permanent Quarters Before Mwve. |If the
enpl oyee has a large famly and nust pronptly vacate the
residence at the old duty station, it may be less costly to the
Governnent, as well as nore convenient to the enpl oyee, to
conpl ete arrangenents for a new residence before the nove
actual ly takes pl ace.

(2) Arranging Permanent Quarters While in Tenporary
Quarters. If the enployee has no famly or a small famly, it may
be |l ess costly to allow the enployee and famly to stay in
tenporary quarters the full 60 days until permanent quarters are
f ound.

(3) Avoiding Househunting Trip. If tenporary quarters
are to be authorized, a househunting trip should be avoided. It
may be | ess costly to the Governnent, and nore satisfactory to
t he enpl oyee, for the enpl oyee*s dependents to remain at the
residence at the old duty station while the enpl oyee occupi es
tenporary quarters at the new duty station

(4) On Tenporary Duty at New Duty Station. In those
i nstances where the enployee may be on a tenporary duty
assignment at the new duty station for a period before the actual
transfer becones effective, a special trip by the enployee to the
new duty station for the purpose of finding quarters should not
be necessary.

c. A househunting trip will not be authorized when the
purpose of the trip is to permt the enployee to deci de whet her
or not to accept the transfer.

7-4. Tenporary Quarters. CEPE-OS will authorize tenporary
quarters only as an expedient and only for the period of tinme the
occupancy of such quarters is necessary. As a general policy,
tenporary quarters will not be authorized, or if determ ned
necessary will be reduced, if:

a. A househunting trip has been made. If under unusua
ci rcunstance a househunting trip and tenporary quarters are
aut horized, justification will be furnished by the travel
approving officials.

b. Previous tenporary duty or pernmanent duty assignnents
at the new permanent duty station have enabl ed the enpl oyee to
make arrangenent for adequate pernmanent residence quarters.

C. The famly does not intend to nove to the new permanent
duty station until sonetine after the enpl oyee*s transfer.
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CHAPTER 8
TEMPORARY DUTY TRAVEL
8-1. Leave in Connection with TDY Assi gnments.
a. Directors and Chiefs, Separate Ofices viii critically

review the necessity for annual |eave taken in connection with
TDY assi gnnent s.

b. Annual | eave taken in connection with TDY travel within
CONUS may be approved by the enpl oyee*s supervisor.

C. Directors/Chiefs of Separate Ofices should carefully
eval uate all requests for leave in conjunction with foreign
travel. The image that the official TDY has been arranged to
afford the traveler the opportunity to take annual |eave in a
foreign country must be avoi ded.

d. The authority to approve annual |eave in connection
with TDY travel OCONUS is limted to officials delegated the
authority to authorize and approve OCONUS travel orders.

e. Leave aut horized and approved will be reflected in item
16 of DD Form 1610, Request and Aut horization for TDY Travel of
DCOD Personnel, for civilian personnel only.

f. Leave authorized for mlitary personnel will be in
accordance wth AR 630-5.

~g. Any personal tours taken either before or after an
official conference, will be chargeable to annual |eave.

8-2. Travel of USACE Oficials.

a. Directors, all General Oficers, and Chiefs, Separate
Ofices will request approval for official air travel in advance
by the approving authority indicated:

(1) The Deputy Conmander is approving authority for
Directors and all General Oficers.

(2) The Chief of Staff is approving authority for
Chi efs of Separate O fices.

b. Requests for approval will be submtted nonthly. Air
travel identified on short notice not included in nonthly plans
may be requested separately, telephonically if necessary, wth
witten request following. Monthly travel plan requests are due
to approving authorities on the 15th of each nmonth. Form for
submtting nonthly plans is ENG Form 4915-R (Appendi x E)
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C. Monthly travel plan requests will include:

(1) Nane, grade, and position title of each person in
the traveling party.

(2) Purpose of trip.
(3) Trip dates and locations to be visited.

(4) Types of air transportation to be used (e.g.,
commercial, Special Air mssion (SAM C-12), etc.

(5) Nature of invitations (if any).

d. Source of funds or category of aircraft used
(Governnent owned or |eased aircraft, or comercial air) wll not
be justification for an exception.

_ e. Justification_for use of CGovernnment and charter
aircraft versus comercial air.

f. In order to establish a visible audit trail elenents
wi thin HQ who approve/di sapprove requests fromFOA will send
those requests to CELD-TT. CELDIT will retain plans and provide
appropri ate response to FOA

8-3. Personnel fromField Operating Activities O dered to TDY in
HQUSA )

a. Directors and Chiefs, Separate O fices, who request TDY
assignnments of field personnel to HQUSACE will take the foll ow ng
actions:

(1) Mlitary Personnel.

(a) Submt request to Ofice of Personnel, CEPE-M
for approval and necessary action.

(b) Provide funds for transportation and per diem
costs.

(2) Oientation and Briefing of MIlitary Personnel.
(a) When TDY is in excess of one day in connection
wi th PCS assignnents, submt requests for this additional TDY to
CEPE- M for necessary action.

(b) Provide funds, where appropriate, for per diem
costs.

b. Al funds nust be certified by the HECSA representative
before release to the order authorizing official.
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8-4. Al lowances. Per diemallowance Is intended for the expenses
of neals, |odging, personal use of a roomduring daytine, tips to
wai ters, porters, baggagenen, bell boys, hotel mids, telegrans
and tel ephone calls reserving hotel accommobdations, |aundry,

cl eaning and pressing of clothing and transportation between

pl aces of | odging or business and places where neals are taken.

8-5. Actual Expense.

a. Actual expenses are not intended for normal, routine,
travel. Actual expenses are authorized for specific travel
assi gnnents within and outsi de CONUS when:

(1) Necessary subsistence expenses are unusual ly high
due to unique or special circunstances and paynent of a nornal
per diem allowance is inappropriate, or

(2) Unusually high expenses are incurred for
occasi onal neal s and/or | odgi ngs.

b. Actual expense allowances are approved by the Per D em
Travel and Transportation Al owance Commttee. Directors and
Chiefs, Separate Ofices will prepare a DF requesting actual
expense allowance and forward to CELD- TT. Requests will be
submtted not |ater than 4 weeks prior to commencenent of travel.

(Appendi x F).

C. Requests nust include the foll ow ng data:
(1) Specific reason for travel.

(2) \Wether neetings with technical, professional, or
scientific organizations are invol ved.

(3) Whether international conferences or neetings are

i nvol ved.

(4) ldentity of the senior nenber of the party,
whether civilian or mlitary.

(5) Nanes and titles of foreign governnental contacts,
if any.

(6) Nanes and identity of any other enpl oyees of
Departnent of Defense conponents or nenbers of the Uniforned
Services who also will be performng the travel or tenporary duty
i nvol ved.

(7) Proposed itinerary showi ng conplete identification
of places (include county, if known) in or outside CONUS to be
visited, the length of duty at each place and the inclusive dates
of travel
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(8) Information as to any special arrangenents which
have been made such as provisions for special Governnent
quarters, etc.

(9) Any other information avail abl e indicating anount
of expenses which may be incurred, anount of allowances
necessary, or reasons why normal per diemw || not suffice.

(10) Reasons nornmal first-class accommobdations will not
suffice.

d. Directors and Chiefs, Separate O fices will critically
review and eval uate requests to ensure that they neet the above
criteria.

e. Ceneral ly, actual expenses are authorized before trave
comences, however, when expenses are not known in advance,
approval may be granted after the travel is perfornmed. Procedures
for subm ssion are the sanme as outlined above. A daily
item zation of expenses will acconpany requests. Item zed
expenses will be reported on DD Form 1351-3, Statenent of Actual
Expenses (Figure J-11 Appendix J).

8-6. TIDY Wthin CONUS.

a. The maxi mum per diemrate for travel within CONUS is
$66, except for certain specific localities (hereafter called
locality rate areas). \Wenever tenporary duty travel is perforned
to locality rate areas, reinbursenent is authorized not to exceed
the applicabl e anmounts prescribed in the Joint Travel Regul ations
and the Joint Federal Travel Regul ations.

b. Recei pts are required for |odging; however, travelers
are no longer required to item ze expenses, except as indicated
i n paragraph 8-5.

8-7. Travel Voucher Revi ew and Approval

a. Al DD Forms 1351-2, Travel Voucher or Subvoucher, wll
be approved by a duly authorized travel approving official.
Travel approving officials are designated in TABLES 1-1 and 1-2.
This authority will not be redel egated.

b. Each HQUSACE el enent will furnish the finance and
of fice an authenticated signature card, DD Form 577 for officials
who are designated to approve travel vouchers. The signature card
will include a statenent as to the specific type of travel which
may be approved by the designated official, e.g., “to review and
approve TDY and PCS travel vouchers of (organization(s))” and/or
to approve |l ocal travel vouchers of (organization(s)), and to
approve long distance calls.” The statenent nust include all of
the types of travel which nay be approved and, if applicable,
must specifically authorize approval of |ong distance calls.
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C. Al l travel vouchers or subvouchers will be reviewed to
insure as a mni mnumthat:

(1) daimis presented on an original travel voucher
with an original signature and date.

(2) The admnistrative data on the voucher agrees with
t he orders.

(3) Oiginal receipts for rental cars and | odging are
at t ached.

(4) Vouchers reflect any |eave taken; if no | eave
taken, vouchers nust reflect “none”.

(5) Advance and partial paynents are properly
i ndi cated in appropriate bl ock.

(6) Statenment of non-availability for quarters is
attached, when applicable (mlitary and civilian personnel).

(7) Statenment of non—availability for neals is
attached, when applicable (mlitary personnel).

(8 The claimis reasonable and consistent with the
m ssion, and clainms for reinbursenent are in harnony with those
aut hori zed on the travel order.

(9) If rental car is authorized, the nost econom cal
car was used to performthe TDY assignnment. When a travel agent
or transportation officer has made rental car reservations under
the Mlitary Traffic Managenent Conmmand (MIMC) contract rates and
the size of car used was appropriate for the m ssion (nunber of
peopl e or | oad requirenents), the nost economcal car Is
considered to have been used. O herw se, the reviewer nust
determ ne that the rate and size of car was in accordance with
the requirenents for using the nost econom cal car to performthe
TDY requirenments. Determne if the traveler acted in a prudent
manner by filling the gas tank prior to turn-in or the car was
refuel ed by the rental car conpany at a nuch higher cost.

(10) Traveler did not use nore days than necessary to
performthe mssion or request reinbursenent for additional
expenses incurred for personal conveni ence or pleasure.

(11) Al clainms in excess of $25 are supported by a
receipt.
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(12) When foreign currency is used while on official
busi ness, travelers report their reinbursabl e expenditures, by
itens, In foreign currency converted into U S. dollars at the
rate(s) of exchange at which the currency was obtained. The rates
of conversion and the comm ssion charges nust be shown on the
voucher.

c. After the reviewis conpleted, the travel approving
official wll type, wite or stanp “revi ewed and approved,
(date)” and sign in the upper right corner of the DD Form 1351-2,
using the 1/2 space just above block 10 (Figures J-—=23 thru J-25,
J-27, J-29 and J-31). This allows the signature to appear on al
copi es of the voucher w thout reversing the carbons.

d. Approval of a designated official is required on trave
vouchers when the enpl oyee clai ns expenses not authorized by a
travel order. Al approvals will be made at the travel approving
official level by signature above block 10. Itens that require
approval should be shown on the original DD Form 1351-2 in the
Remar ks Section, block 26. Signature in block 6 and bl ock 27 are
no | onger required. The follow ng are exanpl es of expenses that
require approval:

(1) The hire of a special conveyance (e.g., taxi or
rental car) when specific authorization was not contained in the
travel order.

(2) Local travel performed wthin and around duty
stations.

(3) Oficial long distance tel ephone calls.

(4) CQuestions of prudence/necessity that cannot be
resol ved when the facts presented do not contain sufficient
authority for, or a conplete record of, the travel and duty
per f or med.

e. The travel approving official will make a limted
determ nation when certain itens clainmed on the voucher require a
determ nation of advantage to the Governnent before paynent can
be nmade.

f. Exceptions, comments or discrepanci es between the
travel approving official and traveler will be noted in item 26
of DD Form 1351-2 or may be included on a separate signed
statenent. Any discrepancies will be resolved by the travel
approving official prior to subm ssion of the voucher to the
Fi nance and Accounting Branch, unless fraud is suspected.
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g. Travel approving officials may establish procedures for
first-line supervisors to review travel vouchers. Comments or
di screpanci es by the supervisor should be noted to the travel
approving official separate fromthe travel voucher.
Di screpanci es or any unreasonabl e costs should be discussed with
the traveler unless fraud i s suspected.

h. In any case where fraud is suspected, the voucher
shoul d i mredi ately be referred to the Ofice of Security and Law
Enf or cenent .

i Travelers will indicate on travel voucher whether the
Government Transportation Request was used, unused, |ost or
st ol en.

8-8. Assistance on Preparation of Travel Forns and Travel
Pr obl ens.

a. CELD-TT w Il provide necessary assistance with the
preparation of all travel forns.

b. Travel ers who cannot resolve their clains with the
voucher approving official and the F&A O ficer may submt claim
vouchers to the CGeneral Accounting Ofice for settlenment.
Preparation assistance may be requested from HECSA, Finance and
Account i ng Support Branch.

8-9. Periodic Inspection. CELD-TT will make periodic inspection
of the travel records of HQUSACE offices. The inspection wl|
cover the use of del egated authorities and proper issuance of

or ders.

8-10. Paynent of Travel Vouchers.

a. DD Form 1351-2, will be signed by the traveler and by
t he voucher approving official. Signed travel vouchers wll be
sent by transmttal letter to the finance and accounting officer
whose fiscal station nunber is included in the fund citation.

(1) Vouchers citing Fiscal Station Nunber (FSN) 96490
and 44213, or others except 49092, wll be sent to HECSA, Fi nance
and Accounting Support Branch, Fort Belvoir, Virginia 22060-5580,
ATTN. CEHEC- RMt F.

(2) Vouchers citing FSN 49092 will be sent to:

Commander

MDW Fi nance and Accounti ng
1900 Hal f Street, SW Room 714
Washi ngt on, DC 20324- 0200
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b. Courier service fromthe HQJUSACE mail room shoul d be
used to transmt transmttal letters wwth travel vouchers citing
FSN*s 44213 and 96490 to CEHEC.

C. Travelers will submt a travel claimas pronptly as
possi bl e, but not in excess of 10 cal endar days after conpletion
of travel

8-11. Paynent of Local Travel Vouchers.

a. Standard Form (SF) 1164, C aimfor Reinbursenent for
Expenditures on O ficial Business (Figure J-12, Appendix J) wll
be used for paynent of expenses incurred for local transportation
in the performance of official business.

b. SF 1164 nust be submtted by the clainmant at | east once
a nonth. When repeated trips are nmade beginning at the sanme point
of origin and ending at the sane destination, SF 1164 may be
annotated with a statenent: sanme trip nmade on (dates). (Figures
J-12 and J-13, Appendix J).

C. SF 1164 citing FSN 44213 funds and FSN 96490, not
exceedi ng $150, may be submitted to CELD-S, Room 2120C for
paynment fromthe |Inprest Fund Cashier. Vouchers will be submtted
bet ween the hours of 1000-1100 and 1330—430, Monday- Fri day.

d. Vouchers exceedi ng $150, citing FSN*s 44213 and 96490
will be forwarded by transmttal letter to HECSA, Finance and
Accounting Support Branch, ATTN. CEHEC- RM F

e. Vouchers citing S49092 funds will be submtted to
Commander, MDW Fi nance and Accounting O fice, 1900 Half Street,
SW Washi ngt on, DC 2032490200, Room 7131 for paynent.

f. Al l vouchers will contain the following certification
by the appropriate approving official:

"Rei mbursenent for |ocal travel by (insert type, i.e.,
POC, public bus, etc.) requested herein was authorized in advance
of being perfornmed and was required because Gover nnent
transportation could not be utilized."

: I n accordance with paragraph 7-3, AR 37-106, the
followng letter codes will be used in the “code” colum of SF
1164:

Bri dge BR
Commer ci al Bus CB
Ferry FE
Par ki ng Fees PF
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Private Conveyance PC
Road Tolls RT
Taxi cab TA
Tunnel TU
O her Expenses QE

h. Codes shown on SF 1164 will not be used as they apply
to ot her Governnent agenci es.

i Recei pts for parking are required.

8—312. Travel Services Provided by Ask M. Foster.

a. Ask M. Foster is located in Room 3218C, Pul ask
Building. Ofice hours are fromO0800 to 1630 hours. Travelers
will call Ask M. Foster*s Government Reservation Center when
maki ng all travel arrangenents on one of the foll ow ng nunbers:
Donestic travel, 762-8180, International travel, 279-—+901. Ask
M. Foster will:

(1) Provide estimates of travel costs.

(2) Make reservations on air carriers in accordance
wi th regul ations.

(3) Make hotel/notel and car rental reservations.

(4) Provide tickets, boarding passes, and a copy of a
conplete itinerary.

(5) Provide 24 hour energency reservation service
ticket pick up

b. Travel ers will:

(1) Submt 2 reproduced authenticated copies of travel
orders prior to picking up tickets.

(2) Pick up tickets on the date specified at the tine
of reservation.

(3) Call As M. Foster immediately to advise of
cancel | ati on.

(4) Obtain cancellation nunber for any hotels cancel ed
and record for future reference.

(5 Attach SF 1170, Redenption of Unused Tickets to DD

Form 1351-2, Travel Voucher or Subvoucher. If unused tickets
cannot be accounted for voucher settlenents will be del ayed.
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C. | f reservations have been nmade with Ask M. Foster and
travelers require assistance en route call: 800-328-6200.

d. Flight itineraries should be selected and reservations
made as far in advance of schedul ed departure date as possible.
Actual issuance of travel order is not required to nake
reservations.

e. Al unused travel docunents, e.g., tickets, refund
applications, and exchange orders wll be turned in by the
travel er. Cancellation of reservations will be nade as soon as it
is knowmn that they wll not be used.

8-13. Tenmporary Duty Away fromlnitial Location of Long Term
Training Site.

a. Directors, Chiefs of Separate Ofices will ensure that
travelers who are required to perform additional TDY away from
their initial TDY location are not paid two travel allowances for
t he sane day.

b. Par agraph C4552-2i(3), JTR, Volunme 2, provides that
when it is necessary for an enployee to procure or retain
| odgi ngs for other than personal convenience at nore than one
| ocation on a cal endar day, the |odging used at or close to 2400
hours will be used as the |odging cost on that day. Cost of
| odging required to be retained at the initial TDY site is
rei mbursabl e as an all owabl e travel expense, when approved by the
travel directing official, that is, may be in addition to the per
di em payabl e for the travel actually perforned.

EXAMPLE

Enpl oyee is on long termtraining assignnment (LTT) and nust
perform additional TDY away fromthe initial TDY site. The
appropriate official has determned that it is necessary for the
enpl oyee to retain lodging at the initial TDY site in order to
ensure availability upon return. LTT is in Last Chance; a $75.00
per diemarea. Additional TDY is required at Mbile, AL, a $63.00
per diem area. The cost of |odging in Last Chance is $20.00 per
day. Under this hypothetical situation allowable reinbursable
expenses woul d be as foll ows:

LTT subsi stence expense while in Last Chance is 55% of $75. 00,
rounded to the higher dollar or $42.00
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| TI NERARY
10-1 Lv Last Chance 0800

Ar Mobil e 1230
10-4 Lv Mobile 0930

Ar Last Chance 1415
10-1 3/4 day @ $25.00 18. 75 (C45580-2b(1)(c)

Lodging in Mobile 38. 00 4558-2b(1)(a)
10-2 1 day @ $63. 00 63. 00 (C4558-2b(2)
10-3 1 day @ $63. 00 63. 00
10-4 3/4 day @ $25.00 18. 75 (C4558-—=2b(3)(h)

201. 50
+  60.00*(C4552- 2r)

*3 ni ghts unoccupi ed | odging in Last Chance @ $20.00. This ampunt
rei moursed as a travel expense.

8- 14. Use of Hotel/Mtel Sal es Tax.

a. The Conptroller General, in his decision B-172621, 16
July 1986, ruled that a Governnent enpl oyee traveling on official
busi ness is not exenpt fromstate and | ocal taxes inposed by
hotel s/ notels. However, his decision does not prohibit a traveler
fromaccepting an exenption if offered by a city or county.

b. Travel ers shoul d be encouraged to query the
establishment (in advance) at the tine |odging reservations are
requested if they may be tax exenpt and if tax exenption
certificates are acceptable. Wen a hotel/notel honors the tax
exenption status, use of the local (state) exenption formis
required.

C. I f a request for tax exenption is refused the traveler
has no | egal basis to demand such an exenption. Taxes paid for
| odging and neals will continue to be reinbursed as part of the
travel er*s per diem

d. Travelers should consult the Federal Travel Directory
for states that will honor tax exenpt status.
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CHAPTER 9
TRAVEL TO H GH RI SK AREAS
9-1. Ceneral.
a. | nfformati on on specific areas designated as high risk

areas may be obtained from CELD-TT or CEMP-S. Information on the
identification of specific neasures taken to reduce personnel

vul nerability to terrorists acts will be protected as "For
Oficial Use Only (FOUO ".

b. Detailed General Oficers and SES itineraries will be
cl assified "CONFI DENTI AL".

C. Directors, Chiefs, Separate Ofices:

(1) wll ensure that personnel traveling through or to
high risk areas are given threat briefings and receive
instructions on appropriate personal security measures to be
t aken when conducting such travel. Requirenents are al so
contained in USACE Supplenents 1 to AR 380-5 and 1-40.

(2) Should limt TDY travel to or through terrorist
t hreatened areas to that deened m ssion essenti al.

9-2. Procedures.

a. The follow ng procedures, which are intended to | over
the synmbolic profile of travelers and increase the individual*s
chances of surviving a terrorist incident, will be inplenented:

(1) CELD-TT will authorize, when appropriate,
rei mbursenent for the purchase of a Regul ar Fee (Blue) Passport,
if the areas traveled to or through are identified As high risk
ar eas.

(2) Directors, Chiefs of Separate Ofices wll:
(a) When required, authorize the use of U S

facilities for billeting and other requirenents when hosting
nmeeti ngs, conferences, or semnars in affected areas.
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(b) Discourage unofficial travel to terrorist
t hr eat ened areas.

(c) Require authorization for civilian clothing to
be stated on travel orders.

d) Elimnate reference to rank and mlitary
organi zation (title) when possible. Use office synbols on orders.

(e) Plan for and use Mlitary Airlift or Schedul ed
Mlitary Airlift Command (MAC) flights, when possible.

(f) Instruct travelers that travel arrangenents,
e.g., itineraries, should be made wi thout reference to rank, etc.

(g) Disapprove carrying classified material unless
absol utely necessary. Send classified material through approved
channel s ahead of schedul ed travel.

(h) Request that Ask M. Foster make reservations
to use foreign flag airlines and/or indirect routings to avoid
t hreat ened airports.

(i) Cte GAO Decision 57 Conmp Gen 519 (1978) as
justification for using a foreign flag carrier, when travel via
an indirect routing on a foreign flag carrier is required.

(3) Paragraph (h) and (i) above do not constitute
authority to totally disregard the requirements or provisions of
the Joint Federal Travel Regul ations, Volunme 1, paragraph U3125-c
and the Joint Travel Regul ations, Volunme 2, paragraph C2204-2, to
use U.S. air carriers where avail abl e.

b. Travelers authorized to avoid specific airports or
routi ngs nust disenbark at the nearest interchange from point of
origin and continue the journey on an Anmerican Flag Carrier
Servi ce.

9-3. Mlitary Personnel. In addition to the guidance provided in
paragraph 8-2, mlitary personnel are further encouraged to:

a. Avoid unofficial travel to terrorist threatened areas.

b. Use mlitary aircraft or MAC charter, whenever
possi bl e.

C. Avoid wearing mlitary unifornms on comrercial aircrafts
traveling through or to a terrorist threatened airport.
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d. Wear nondescript civilian clothing on comrercia
flights, and avoid wearing apparel clearly of U 'S. origins such
as cowboy hats, belts, buckles, etc., or the wearing of
distinctive mlitary itens.

e. Qotain witten authorization on travel orders to wear
civilian clothing when traveling on mlitary aircraft connecting
with a comrercial flight which will transit a terrorist
t hr eat ened ar ea.

f. Baggage |.D. should not identify mlitary rank,
insignia, or duty station.

g. OCONUS travelers requiring overnight |odging should use
US facilities, i.e., BOEJBEG or other U S. approved facilities.

h. Limt the nunber of docunents in possession which
confirmaffiliation with DOD. Unnecessary docunents shoul d be
pl aced i n checked baggage.

i. Avoid loitering in public sections of an airport. \Wen
possi bl e proceed expeditiously through security check-points to
secure areas to await flight.

J]. Avoid discussing mlitary association wth anyone.

K. Blend with ot her passengers as nuch as possible.

9-4. Passport Requirenents.

a. Personnel traveling on official orders to, through, or
fromhigh risk areas are authorized to obtain and carry the
Regul ar Fee (BLUE) Touri st Passport.

b. Only personnel traveling via commercial air to,
t hrough, or fromcountries identified as high risk are eligible
for issuance of Tourist Passports.

c. \Wen issued, the Tourist Passport will be carried in
addition to any other passport or docunent(s) required for entry
by the host country, e.g., ID cards, NATO Orders.

d. No visas will be obtained by the Arny for inclusion in
the Touri st Passport.
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e. Rei nbursenent for Tourist Passports is authorized under
t he provision of paragraph U4525-A of the Joint Federal Travel
Regul ations, Volunme 1 and paragraph C4709 of the Joint Travel
Regul ati ons, Vol une 2.

f. Rei mbur senment for Tourist Passports is limted solely
to i ssuance of such passports in conjunction with official
travel . Rei nbursenent for Tourist Passports procured prior to 13
Septenber 1985 is not authori zed.

g. Travel ers who currently possess a valid Touri st
Passport are not eligible to apply for a second Touri st Passport
nor may they be reinbursed for Tourist Passport they currently
possess. Authority for reinbursement for a Tourist Passport mnust
be specifically stated in travel orders and orders will cite the
appropriate paragraph of the JTR and FJTR

h. Touri st Passports issued becone the sole property of
the traveler. Travelers are responsible for securing the
appropriate visas, if required. Travelers are al so responsible
for retaining Tourist Passports for future official or personal
travel

i Bl anket approval and rei nbursement for the use of
Touri st Passports is not authorized. If required by the country
visited, personnel will travel on NO FEE Oficial (RED) Passports
and/or on official orders wwth mlitary identification card.
Command sponsored famly nenbers will continue to use the NO FEE
(BLUE) Passport with an official endorsenent where required.

. The O ficial Passport or other docunents required by AR
600-290 or the Air Force Foreign Cearance Guide will continue to
be the primary docunents to be used when perform ng official
travel

K. Rei nbur senent for expenses associated with acquiring a

passport will be item zed on DD Form 1351-2, Travel Voucher or
Subvoucher.
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CHAPTER 10
FOREI GN TRAVEL
10-1. Ceneral.

a. In order for the ASA(CW to ensure that USACE
International activities are conducted a manner consistent with
applicable U S. Governnent rules and regul ati ons and ASA(CW
policies, all official travel to foreign countries, either civil
or mlitary funded, require ASA/CW approval, except travel which
iS:

(1) Exclusively associated with activities in support
of U S. forces overseas.

(2) Exclusively associated with foreign mlitary sales
or security assistance prograns in countries such as Saudi Arabia

(3) To U.S. territories/possessions when the travel
does not concern sensitive subjects or projects.

(4) To Canada in conjunction with the Internationa
Joint Comm ssion (1JC) when the travel does not concern sensitive
subj ects or projects.

b. When in doubt proposed foreign travel requests should
be submtted to CELD TT.

c. A Foreign Travel Sensitive Subjects, Projects and
Countries List will be provided to Directors/Chiefs of Ofices as
they are initiated/ changed. Any trips inpacted by these lists
must be submtted to the ASA(CW for approval, unless they are
exenpted in accordance with paragraph 10-la(1l) and (2).

d. USACE personnel should not contenplate travel to the
Peopl es Republic of China (PRC), except pursuant to existing
prot ocol s and annexes between the United States and the PRC

e. Foreign travel approval procedures required to
i npl ement international reinbursable technical assistance
projects will be addressed on a case-by-case basis.

f. The ASA(CW Assistant for Intergovernnental,

I nt eragency and International Affairs is the ASA(CW nanagenent
official for USACE foreign travel
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. Directors and Chiefs of Separate Ofices wll ensure
that all USACE, DA and DOD requirenents for foreign travel are
adhered to, when USACE personnel are traveling under the
sponsorshi p of other Governnment agencies. Wen travel is
performed as part of work for another agency, such as the
Departnent of Energy, USACE personnel cannot assune that the
ot her agency wll satisfactorily conplete all security clearances
and rel ated requirenents.

10-2. Foreign Travel Plan (FTP).

a. The purpose of the FTP is to attain the approval or
di sapproval, prior to the beginning of the fiscal year, of all
programmed official travel to foreign countries that requires the
approval of the ASA(CW. This plan wll also provide information
that will be used to determ ne distribution of the civil funded
foreign travel ceiling, therefore all trips in which the ultimte
funding source is civil works, even if ASA(CW approval is not
required, will be included in the FTP. Directors and Chiefs of
Separate Ofices will annually submt a FTP for their
directorate/office. Prior to the beginning of each fiscal year
the FTP will be provided:

(1) Fromeach directorate/separate office to CELD T
NLT 1 August.

(2) FromCELD- T to OASA(CW NLT 15 August.
(3) From OASA(CW to CELD- T NLT 1 Septenber.

(4) FromCELD-T to each directorate/separate office
NLT 15 Sept enber.

b. The FTP will include a consolidated summarized |ist of
trips, an ENG Form 4960-R, Request for Approval of Foreign
Travel, (Appendix G and an official program if available, for
each trip listed. If post conference tours are involved, each ENG
Form 4960-R nust reflect and justify tours separately. DD Form
1610 will be submtted in accordance wi th paragraph 10-4. The
list will consist of the follow ng information, divided into
civil, mlitary and reinbursable funded trips:

(1) Name of traveler(s).
(2) Destination(s).

(3) Date of departure.

(4) Nunber of days of TDy.
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(6) Estinmated cost of each trip.

(7) Type of funding (civil or mlitary).

(8) Priorities.

fundi ng source is civil

For trips in which the ultimte
wor ks assign a consecutive nunber to each

trip (#1 being the highest priority).

(9) Categories.

fundi ng source is civil
fol | ow ng:

CATEGORY
CAT 1

CAT 2

CAT 3

CAT 4

CAT 5

CAT 6

For trips in which the ultimte
wor ks assign a category based on the

DESCRI PTI ON

Activities in support of U S.
treaty commtnents with foreign
gover nnment s.

Activities in support of
executive agreenments with
forei gn government agenci es,
approved by Dept of State,
related to nutually benefici al
scientific and techni cal
exchanges.

Activities in direct support of
specific water devel opnent
projects authorized by the
United States Congress.

Activities related to foreign
research and devel opnent
contracts.

Participation on behalf of the
U. S. Governnent in various
i nternational organizations.

Att endance at neeti ngs,
conferences and wor kshops of

i nternational professional
organi zations. If the tripis a
recurring requirenment, the trip
report fromthe previous year
must be provi ded.
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c. The proposed FTP will be reviewed by appropriate
el emrent in HQUSACE (e.g., CECW CERD) and OQASA(CW and annot at ed
to indicate:
(1) Trips which are approved.
(2) Trips which require additional information.

(3) Trips which individual travel request and separate
approval .

(4) Trips which require a trip report.
(5) Trips which should not have been submtted.
(6) Trips which are di sapproved.

10-3. Checklist. The checklist at Appendi x K has been devel oped
by the ASA(CW to ensure that travel ers address issues which
HQUSACE is required to consider in approving foreign travel
requests. This applies to all Corps international activities

whi ch are not exclusively associated with activities in direct
support of U S mlitary forces overseas. The foll ow ng

statenment, | wll conmply with the guidelines and policies
addressed in the Checklist for Foreign Travel Request for each
approved trip.” It is the responsibility of the commander, or his

designee to insure that this is acconplished prior to the start
of each trip.

104. Procedures for ASA(CW Annotations on FTP

a. Approved. Personnel are authorized to proceed with the
travel as long as it is within the stated paraneters and any
not ed conditions.

(1) DD Form 1610 will be submtted to CELD- TT NLT 45
days prior to departure. Indicate in item#16: This travel has
been approve by ASA(CW on the FTP.

(2) CELD-TT will verify order against the approved FTP
Li st and obtain appropriate theater/area/country clearance, if
required. Upon receipt of clearance CELD-TT will authenticate
order and return to the requesting el ement.

b. Additional information:
(1) Submt additional correspondence which is

necessary to satisfy ASA(CW request or question to CELD- T NLT 5
days after receipt of the annotated FTP.
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(2) Responsible officials within headquarters wll
review i nput and forward to ASA(CW.

(3) ASA(CW will review request along with the
addi tional information and provide appropriate response and
return request to CELD-T.

(4) CELD-T wll forward results to the requesting
el enent .

c. Individual travel request and separate approval. The
procedures indicated in paragraph 10-4 wll be foll owed.

d. Trip reports (RCS exenpt: AR 335-15, paragraph 5-
2e(5)). Trip reports are required for all foreign travel
i nvolving neetings wth foreign governnent officials, as
specified in the approved FTP, or as otherw se requested. Travel
in connection with IJC is exenpted, except for sensitive subjects
and projects. The individual making the trip, or in the case of
travel by a group, the senior nmenber of the group will submt the
report. The trip report will contain all information and be
divided into categories as shown in format at Appendix H An
exanpl e of a properly prepared report is at Appendix I.

(1) Trip reports will be submtted to CELD-TT in
triplicate, NLT 30 days after conpletion of travel.

(2) CELD-TT will forward reports to ASA(CW.

e. Disapproved/ Cancell ed. Personnel are not permtted to
proceed with the travel

10-5. Unprogrammed Travel. If a requirenent for foreign travel
arises after the FTP has been submtted, and the travel requires
ASA(CW approval, the travel request will be processed on an

i ndi vi dual basis. Such unprogramed travel should be kept to a
m ni mrum by effectively planning and projecting as many travel
requi renents as possible on the FTP. The procedures to be

foll owed are:

a. Submt ENG Form 4960-R, DD Form 1610 and offi ci al
program if applicable to CELD-TT NLT 45 days prior to departure.

b. The follow ng statenent will be provided in item3 on
ENG Form 4960-R, “I have conplied with the guidance and policies
addressed in the Checklist for Foreign Travel Request”. The
approving official will verify conpliance by placing his/her
initials directly after the statenent.
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c. Responsible officials within headquarters will review
input in consultation with ASA(CW, and determne if
reprogramm ng of the civil works funded foreign travel ceiling is
appropri ate.

d. CELD-TT wll forward results to the requesting el enent.

10—6. Submi ssion of Orders.

a. Directors and Chiefs of Separate Ofices will submt
all TDY orders to CELDIT for review and aut hentication, NLT 45
days prior to anticipated date of departure. DA Form 2374-R,
Notification of Foreign Visit, will acconpany travel orders
unl ess a specific witten justification exists.

b. Requests for attendance at conferences wll continue to
be processed in accordance with AR 1-211, as suppl enent ed.

10-7. CGvil Wrks Funded Foreign Travel Report (RCS: CELD-19).

a. Purpose. USACE has an ASA(CW established annual
ceiling as to the ambunt of civil funds which can be expended for
foreign travel. In order to keep the ASA(CW appraised on the
status of the expenditures, Directors and Chiefs of Separate
Ofices will submt a quarterly report to CELD- T, NLT 15 days
after the quarter has ended. Negative replies are required. The
report will be unclassified. Each quarterly report will consist
of the follow ng information:

(1) Report only trips in which the ultimte funding
was civil funds.

(2) Provide any updated actual anpbunts for trips that
were reported as estinmated anounts on prior reports.

(3) Add any data that was changed, omtted or
erroneously reported on previous reports.

b. Trips to U S territories/possessions are no |onger
considered as foreign travel, therefore, civil funds expended for
these trips need not be reported to CELDT.

c. Reporting Contents. List any trips which were
reimbursed wwth civil funds from another organization, indicating
the location of the ultimte funding source. Wen invitational
travel orders are issued, citing civil funds, the organization
requesting the travel will report the travel. The report wl|
consi st of the follow ng information:

(1) Nane of traveler (report invitational travel).
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(2) Destination(s).
(3) Date of departure
(4) Nunber of days of TDy.
(5) Purpose(s).
(6) Total estinated cost.
(7) Total actual cost.
d. Explanation of terns for reporting purposes.

(1) Guvil funded. For the purpose of this report civil
funds neans the "ultimte" funding source, not necessarily the
fundi ng shown on the DD Form 1610. List only trips in which the
ultimate funding was Corps civil funds. Do not report trips that
were ultimately Corps mlitary or reinbursable fromany other
t han USACE

(2) Destination(s). In paragraph 10-5c(2) only |ist
| ocations in which business was conducted or | eave taken. Do not
show transit points.

(3) Total estinmated cost. The ampunt indicated in
par agraph |1 0-5c(6) nust be taken fromthe total estinmated cost
bl ock found in item #14 of DD Form 1610.

(4) Total actual cost. The ampunt indicated in
par agraph 10-5c(7) wll be taken fromthe paid vouchers and
GIR/tickets. This informati on may not be avail able when trip is
initially reported, but should be provided in later reports.

10-8. Conmmitnent to Future Foreign Travel. Directors and Chiefs
of Separate O fices will ensure that USACE personnel do not
accept commtnents or invitations for foreign travel unti
appropriate approvals are received, as there is no guarantee that
such travel wll be possible at a future date. This guidance al so
extends to the acceptance of positions in international

organi zati ons, such as a chairmanship or any other forma
position in an international organization. where such acceptance
would inply a commtnent to future foreign travel. Acceptance of
a chairmanshi p of any formal position in an international

organi zati on requires the advance approval of OASA(CW.
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10-9. Use of Aircraft Omed and/or Operated within USACE. Policy
and procedures for the control and use of aircraft owned and/or
operated within USACE are contained in ER 95-1-1. OCONUS travel
whi ch is acconplished by neans of Corps aircraft will be the
subj ect of separate requests nmade by the Corps on a sem annual
basis to the ASA(CW sufficiently in advance to conply with any
appl i cabl e Congressional notification requirenents.

10-10. Use of United States-Ommed Foreign Currencies.

a. Every effort will be nmade to use US-owned excess
currencies for international travel and transportation w thout
regard to origin or destination.

b. Procedures and policy are contained in AR 55-47.

10-11. Foreign Travel Security Briefing.

a. Paragraph 10-104, AR 380-5 requires that all personnel
who have access to classified defense informati on be given a
foreign travel briefing, before travel, to alert themto possible
exploitation under the foll ow ng circunstances:

(1) Travel to or through comuni st controlled
countries.

(2) Attendance at international scientific, technical
engi neering or other professional neetings in the United States
or in any country outside the United States where it can be
anticipated that representatives of conmunist controlled
countries will participate or be in attendance.

b. Individuals who travel frequently, or attend or host
meetings of foreign visitors as reflected in a(2) above, need not
be briefed for each occasion, but shall be provided a thorough
briefing at | east once every 6 nonths and a general rem nder of
security responsibilities before each such activity. These
briefings can be arranged through the Ofice of Security and Law
Enf or cenent .
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CHAPTER 11

CLEARANCE REQUI REMENTS AND PROCEDURES FOR TRAVEL QUTSI DE
CONTI NENTAL UNI TED STATES ( OCONUS)

11-1. General. An area, theater and/or travel clearance
(hereafter referred to as clearance) is required for travel
OCONUS, except when:

a. Contacting only USACE activities in OCONUS areas.
Travel orders must include the statement: Theater and area
cl earance not required. Visiting only USACE Activities.

b. Traveling to Canada In connection with activities of
the Colunbia River Treaty and the International Joint Conm ssion,
or to neetings related solely to the devel opnment and control of
International waters of the United States and Canada and of the
United States and Mexico. Travel orders nust include the
statenent: Theater and area clearance not required. TDY is in
connection with the activities of the Colunbia River Treaty and
the International Joint Comm ssion and/or attendance at neeting
is required solely for the devel opnent and control of
international waters of the United States, Canada, and Mexico
(use whi chever is applicable).

11-2. dearance for Senior USACE Oficials. General officers and
their civilian equivalent (SES) are likely targets of terrorist
attacks or incidents whenever they travel OCONUS and the
increasing threat requires additional efforts to insure their
personal safety. The disclosure of sensitive information provided
intravel itineraries and other rosters/agenda for senior
officials are of inportance and value to terrorist organi zations
and individuals. This vulnerability of key officials, increased
by publicity and high day-to-day visibility, can be effectively
reduced by restricting access to novenent arrangenents. To reduce
officials* vulnerability, all foreign travel itineraries and

ot her rosters/agenda for general officers and civilian

equi valents will be classified CONFI DENTIAL, with

decl assification upon conpletion of travel. Exceptions include
travel docunents, such as airline tickets or orders which nust be
di spl ayed to(unclear) personnel to arrange travel. Mlitary rank
and position should be omtted on itens such as airline tickets.
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11-3. Subni ssion of C earance Requests.

a. Travelers will submt requests for clearance to CELD-TT
on DA Form 2374-R, Notification of Foreign Visit (Figure 20,
Appendi x J). DA Form 2374-R will be reproduced locally. CELD-TT
will provide CEPMS a copy of each DA Form 2374-R proposi ng
OCONUS TDY.

b. DA Form 2374-R will be submtted 45 days in advance of
departure. The 45 days advance notice is mandatory. In cases when
the lead tine cannot be net a justification is required.

C. DA Form 2374-R may be submtted prior to actual
preparation of travel order, and is required for all OCONUS
travel. CELD-TT wll nmake the ultimate determnation if a
clearance is required. DA Form 2374-R is sel f-explanatory,
however, the following Information is critical for preparing
cl earance nessage request:

(1) Item15 —Details of visit. Provide concise and
specific reasons and purpose of trip including estimted date of
departure and return fromduty station. Include certification:
Visit cannot be conbined with other proposed visits; information
to be obtained fromvisit cannot be obtained fromstaff elenents
in GSD, QICS or HQDA. C assified information will/will not be
di scl osed.

(2) Item16 —Itinerary. Provide exact dates, specific
detailed information avail abl e and conpl ete nane and address of
forei gn point of contact.

d. I f clearance for a specific trip has been requested
and/ or obtai ned through another source the DA Form 2374-R shoul d
be annotated to reflect: C earance obtained by

e. Any itinerary changes to a request already submtted
wi |l be executed on another DA Form 2374-R mar ked “Revi sed”, and
wi |l be acconpanied with a justification for the change.

f. Travel orders will not be released until the
appropriate cl earance has been obtai ned.
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CHAPTER 12
FUNDI NG AND ACCOUNTI NG FOR TRAVEL

12-1. lssuance of Travel Advances.

a. Aut hori zed Anmount.

(1) The amount of a travel advance for an enpl oyee
aut hori zed to have a governnent sponsored charge card is limted
not to exceed the estimted anobunts shown on the travel order for
nmeal s and incidental expenses (M& E) of CONUS per diem or 50% of
the estinmated OCONUS per di em amount plus 100% of the estinmated
ot her reinbursabl e expenses anobunt not payable by the governnent
charge card. The estimted per di em anmount nust be an accurate
estimate of the required per diemfor the time necessary to
conpl ete the approved travel, including partial day anmounts. It
does not include any expenses other than the daily authorized per
diem for the nunber of days in travel status. The estimated ot her
rei mbursabl e expenses anmount nust be an accurate estimte of
necessary expenses in consideration of the circunstances invol ved
for the approved travel.

(2) In sone instances a travel advance nmay be approved
for an anobunt not to exceed the maximumtravel limt. Approva
docunent ati on nust be signed by the travel approving official and
submtted to the Finance and Accounting Oficer with the request
for advance. The approval nay be made with a statenent in the
remar ks section of a travel order when appropriate. This
provision is applicable under the foll ow ng circunstances:

(a) A travel advance for an enpl oyee who i s not
authorized to have a governnent sponsored charge card. This
provi sion does not apply to any enployee who is eligible to have
a card regardl ess of whether the enpl oyee actually has one.

Enpl oyees are considered to be eligible to have a governnent
sponsored charge card if they neet the basic qualification
criteria such as perform ng TDY travel two or nore tinmes a year.
Any enpl oyee whose card has been revoked is considered to have
been aut horized to have one for travel advance purposes and is
therefore not included in this provision.

(b) I't is known in advance that mjor travel
expenses are not chargeable to a governnent sponsored charge
card. This provision includes expenses at renote areas where it
is known that the card cannot be used. In these Instances the
anount of the advance shoul d be increased only for the expenses
not chargeable to the charge card.

(3) A mximumtravel advance is limted to 80% of the
per diemrate(s) applicable to the enpl oyee*s TDY point(s) plus
100% of ot her reinbursabl e expenses not payable by the governnent
charge card.
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(4) The advance authorized block on the travel order,
DD Form 1610, nust be left blank. The finance and accounting
officer will determ ne the advance anount and conplete this bl ock

b. Paynment of Travel Advances, Governnent Enpl oyees Only.

(1) Authorized TDY travel advances will be paid by
travel ers checks or treasury checks.

(2) Permanent change of station (PCS) travel advances
may be paid by travelers checks for per diemand tenporary
subsi stence expenses when authorized by the servicing disbursing
officer. Oherwise, all PCS travel advances will be nmade by
treasury check. Wen a partial PCS advance is paid
by travel ers checks, the disbursing officer nmust establish
adequate controls to prevent issuance of a duplicate advance by
treasury check

(3) The m nimum anount of an advance to be paid by
travel ers checks is $100.00. Travel ers checks are available in
denom nati ons of $20.00 or higher and are packaged in various
multiples with a mni num anount of $100.00. In order to avoid
unnecessary financial hardship, a $100.00 travel advance may be
paid by travel ers check when this amount does not exceed 80% of
the maxi numtravel advance limt. Simlarly, an advance anount
may be increased to the next available travel ers check package
conbi nati on anount when the authorized advance anount exceeds an
avai | abl e package conbi nati on amount by $25.00 or nore as |ong as
the maximumtravel limt is not exceeded. This provision to
i ncrease an advance anount is authorized w thout specific
approval of the travel approving official.

C. Per manent or Retai ned Advances. Pernmanent or retained
travel advances may be authorized in accordance with AR 37-106,
paragraph 14-4 and the foll ow ng provisions:

(1) The anobunt of a permanent or retained advance nay
not exceed the estimated amount of travel advance which woul d be
ot herw se authorized for out of pocket expenses for a period not
exceedi ng a maxi nrum of 45 days.

(2) A permanent or retained advance nmay only be issued

to an enpl oyee who woul d ot herwi se have an unsettl ed advance 90%
of the tine.
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(3) The anobunt of a permanent or retai ned advance nmay
not exceed the average anmount that the enpl oyee woul d ot herw se
be authorized for per diemon individual trip advances. The
average anount shoul d be determ ned by adding the estimated
advance amounts for projected travel and dividing by the nunber
of nont hs invol ved.

(4) An individual with a permanent or retained advance
may not be issued additional separate travel advances.

(5 A request for a retained travel advance nust be
submtted to CEHEC-RM F for approval. It nust include a DD Form
1351, Travel Voucher, and a DF fromthe travel approving official
expl ai ning the circunstances under which the retained advance is
necessary, along with a projected schedule of travel for the next
year or other substantial evidence to support frequency, |ength,
and destinations of TDY trips.

d. An advance for a travel order citing USACE civil works
funds (96XXXX) nmay only be paid by the disbursing officer whose
fiscal station nunber (FSN) is included in the fund citation
unl ess a reinbursable order (DA 2544) is issued for the amount of
t he advance. This restriction includes issuance of travelers
checks only by an agent whose paynents to Citicorp are nmade by
the FSN cited on the order.

12-2. Travel of HQUSACE and OCE Personnel for Field Operating
Activities.

a. Mlitary Field Funding. Travel expenses for personnel
from HQUSACE and OCE will be funded by the field operating
activity requesting the service of HQUSACE and OCE
representatives when the services provided will be charged to
mlitary project or activity funds. These requests wll be
l[imted to work which normally would be perforned on-site if the
expertise were avail able. Expenses of field trips for purposes
such as general inspection, general supervision, and auditing
w Il be charged to HQUSACE and OCE mlitary travel funds.

b. Cvil Field Funding. Travel expenses for personnel from
HQUSACE and OCE will be charged to project funds only when travel
contributes directly to the acconplishnment of the project. The
general rule is, projects benefit directly when the service
performed woul d be perforned in the district if the expertise
were avail abl e. However, a perm ssible exception would be
consulting service or assistance requested in witing. Wen
HQUSACE personnel are actually engaged in design or redesign,
travel costs incurred are also properly chargeable to project
funds. The term “actually engaged” is intended to cover only
t hose HQUSACE personnel directly in the design or redesign
actions, not those engaged in supervision and review.
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12-3. Tenporary Duty Travel of USACE or OCE Personnel for Another
Ofice.

a. \Wen a USACE or OCE enpl oyee perforns TDY travel for
whi ch the expenses will be reinbursed by anot her Departnment of
Defense O fice, authorization and paynment of travel expenses
shoul d be acconplished by use of DA Form 2544, Inter-Arnmy O der
for Reinbursable Services, but may be acconplished by direct
citation of the funding office funds on the travel order or
i ssuance of the travel order by the funding office when
necessary.

(1) DA Form 2544. Rei nbursenent by another office
shoul d be authorized and funded by DA Form 2544. This procedure
allows the traveler to obtain a local travel advance, assures
that the proper finance and accounting office receives the
appropriate records for posting to DD Form 1588, Record of Travel
Paynents, and prevents attenpts by ot her agencies to cross-

di sburse civil funds, which is prohibited.

(2) Direct Fund G te.

(a) When mlitary funds are cited and the
travel er*s finance and accounting office can disburse mlitary
funds, a direct citation of the requesting office funds nay be
used on the travel order when a non-USACE office wll not issue
or accept a DA Form 2544. |If a travel advance is issued for a
direct fund citation the advance should be pronptly transferred
to the requesting office and appropriate records maintained with
adequat e procedures to assure recoupnent of the advance on
settlenment of the travel voucher. Conpliance with the provisions
of Arny Regul ations is required.

(b) Adirect citation of civil funds may be used
when necessary in enmergency situations if use of PA Form 2544 is
inpractical due to tinme constraints or conflict wwth policy of a
non—USACE office. The travel order must specifically identify the
name and address of the appropriate office to be billed for al
costs. Adirect fund citation nust be a witten authorization and
t he issuing Finance and Accounting O ficer nust certify fund
availability. Paynment of a travel advance or travel voucher for
rei mbursenment of travel expenses may only be paid by the
di sbursing station stated in the fund citation unless that
station has issued an official request for reinbursable services
aut hori zi ng paynent of the advance by another disbursing station.
The travel order nust state in item 16 that a travel advance and
the travel voucher may only be paid by the disbursing station
identified in the fund citation. A copy of the travel order nust
be furnished to the disbursing station identified in the fund
citation.
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(3) Oders Issued by Funding Ofice. A travel order
may be issued by the funding office for an enpl oyee of another
of fi ce when required by unusual circunstances. Wen this
procedure is used, the foll ow ng provisions are required.

(a) The enpl oyee*s supervi sor and travel approving
of ficial must concur with the travel assignnent.

(b) A travel advance for Cvil Wrks funds may
only be issued by the disbursing station stated in the fund
citation.

(c) Al travel paynents for Civil Wrks funds nust
be paid by the disbursing station stated in the fund citation.

(d) Copies of the paid travel docunents nust be
furni shed to the enpl oyee*s servicing finance and accounti ng
office for posting to the DD Form 1588, Record of Travel
Paynent s.

b. Travel of USACE personnel for another office should be
cl osely coordinated in advance of actual travel to preclude
hardship on the part of the traveler, especially when a travel
advance i s necessary for performance of travel. Travel funded by
DA Form 2544 is preferable for maxi num fund control and
efficiency in processing travel advances and rei nbur senent
vouchers. Wien a direct fund citation is necessary the traveler
must be aware that a travel advance can only be issued by the
finance and accounting officer whose funds are cited. In such a
case the advance can be nmade if the issuing office is at the
travel destination. Otherw se, travel nust be performed w thout
an advance or the advance nust be mailed to the traveler.

12-4. |ssuance of Governnent Transportati on Request (GIR) and
Governnent Bill of lLading (&BL) with CGvil Wrks Fund Ctation

a. In any instance where a GIR or a GBL nmay be issued with
a Gvil Wrks fund citation, the fund citation nust be conplete
W th appropriation nunber, appropriation title, fiscal station
nunber, and correct billing nanme and address. A Cvil Wrks fund
citation may not be used on a GIR or GBL with a billing address
for the U S. Arny Finance and Accounting Center (USAFAC) at
| ndi anapolis, Indiana, regardl ess of where the GTIR or GBL is
i ssued. Since nost GIRs and GBLs for Arny installations are
preprinted with the USAFAC billing address, special attention is
required when G vil Wrks funds are cited. When PCS orders are
issued citing civil funds, the traveler nust be officially
informed that he/she |Is responsible to insure that any GIR or GEL
i ssued in connection with the PCS travel nust show t he proper
billing address to the paying FSN (not USAFAC).

b. In any instance when it is necessary to furnish a G vi
Wrks fund citation to another office for GIR, and GBL, or PCS
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orders, the office issuing the fund citation is responsible to
ensure that the conplete fund citation and correct billing nane
and address are appropriately included on the docunent(s). G vil
Wor ks funded transportation bills msdirected to USAFAC for
paynent are referred to CERM FA-A for paynent and nust be
returned to the vendor for redirection to the appropriate office.
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CHAPTER 13
TRAVEL SUPPORT FORMS

13-1. CGeneral. The fornms listed herein are prescribed to support
travel and transportation activities. Forns are avail abl e through
normal publications supply channels except ENG Form 4743-R, ENG
Form 4915- R, ENG Form 4960-R and DA Form 2374-R, which are
avai |l abl e through [ ocal reproduction. Forns will be reproduced
locally on 8 1/2 by 11 inch paper.

13-2. Forns.

a. ENG Form 327 - Schedul e of Travel Performed may be used
as a draft to prepare travel vouchers (Figure J-14 and J- 15,

Appendi x J).

b. ENG Form 4032 - Control of Travel Orders and/or Record
of TRs is used to log in travel orders and GIR i ssued (Figure J-
16, Appendix J).

C. ENG Form 4743-R - Claimfor Tenporary Quarters
Subsi st ence Expenses/Forei gn Transfer Allowance (SE) is used to
record daily item zation of expenses (Figure J-17 and J-18,

Appendi x J).

d. ENG Form 4915-R —Proposed Monthly Air Travel will be
used to report projected nonthly air travel (Appendix E)

e. ENG Form 4960-R - Request for Approval of Foreign
Travel nust be submtted with DD Form 1610 (Figure G1 and G 2).

f. DA Form 1056 - Authorization to Apply for a “NO FEE’
Passport and/or Request for Visa (Figure J-19, Appendix J).

(1) Upon receipt of executed travel order, acconpani ed
by a copy of DA Form 2374-R or a nenorandum request, CELD-TT w ||
execute DD Form 1056 and arrange for necessary passport and
vi sa(s)

(2) Upon conpletion of each trip travelers will return
passports to CELD-TT. g. DA Form 2374-R - Notification of Foreign
Visit. Formis self-explanatory. This formw || be reproduced
locally in accordance with AR 380-15 (Figure J-20, Appendix J).

h. DA Form 2544 —Intra-Arny Order for Rei nbursenment Services.
Formis self-explanatory. This formw ||l be used in accordance
with AR 381-15 (Figure J-21, Appendix J).
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i DD Form 1351 - Travel Voucher. Persons eligible for an
advance of funds will conplete Sections I, Il, VI and forward to
the appropriate finance and accounting office (Figure J-22,

Appendi x J).

] . DD Form 1351-2 - Travel Voucher or Subvoucher (Figures
J-23 thru J-32).

(1) Prior to subm ssion of travel voucher, all unused
GIRs, tickets, refund applications, exchange orders and ot her
transportati on docunents or portions will be turned in by the
traveler to the Issuing office (i.e., Ask M. Foster).
Cancel l ation of reservations will be made as shown as it is known
that they will not be used.

(2) Travelers will indicate on travel voucher whether
the GTR/ticket was used, unused, |ost or stolen.

(3) Travel vouchers will be filed within 10 days after
conpl etion of travel

(4) Insure that voucher has been signed by an official
who has a DD Form 577, Signature Card on file (Figure J-10).

(5) When continuation vouchers are necessary, DD Form
1351-2c w |l be used.

K. DD Form 1351-3 —Statenent of Actual Expenses. This
formw ||l be prepared by travel er when an actual expense
al | onance has been approved.

l. DD Form 1610 - Request and Authorization for TDY of DOD
Per sonnel :

(1) For routine CONUS TDY orders (Figures J-32 thru J-
36)

(a) Traveler will initiate formand obtain
appropriate signatures.

(b) The Finance and Accounting Branch
representative will certify availability of funds in item 19,
keep two copies of the order and request for advance of funds, if
submtted, and return to the traveler*s office.

(c) Distribution. Generally concerned are
travel er, HECSA or MDWand Ask M. Foster.
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(2) OCONUS TDY Orders (Figures 3-37 thru 3-40). The
foll ow ng actions are required.

(a) Traveler will initiate DD Form 1610,
conpleting all itens, except item 15 and 20.

(b) Traveler will prepare ENG Form 4960- R

(c) Order approving officials will review requests
for conpliance with regulations and Iimtation.

(d) HECSA representative will prevalidate funds
shown in item 19 and forward to CELD TT.

(3) DD Form 1610 will be used for anmendnents and
revocations. No options granted, except invitational orders
(Figures 3-4 and J-6).

m DD Form 1614 - Request and Aut horization for DOD
Cvilian Permanent Duty Travel. This formw ||l be prepared by
CELD-TT for civilian personnel relocating to HQJSACE (Fi gures J-
41 and J-42).

n. SF 1034 - Public Voucher for Purchase and Services
O her than Personal (Figure J-43). This formw | be used for
rei mbursenent of registration fees when no travel is involved.

0. SF Form 1164 - C aimfor Reinbursenent for Expenditure
on Oficial Business (Figures 3-12 and 3-13). This formw |l be
used to claimexpenses for |ocal travel.

p. I nvitational Travel Orders. Operating officials wll
prepare a request and send through their appropriate order
approving official, CEPMS-FL and the HECSA representative to
CELD-TT for i1ssuance of order (Figure 3-44, Appendix J).
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qg. Letter of | nmmunization. Upon receipt of DD Form 1610 or

a DF request, CELD-TT wll execute a letter of imrunization
(Figure J-45, Appendi x J).

FOR THE COMVANDER:

Appendi xes
Colonel, C- ps of Engineers

APP A - References Chief of Staff
APP B - Prelimnary

Pl anni ng
APP C - Month of Fiscal Year Designation
APP D - Organi zational Codes
APP E - ENG Form 4915-R
APP F - DA Form 2496
APP G - ENG Form 4960-R
APP H - Trip Report Format
APP | - Exanple of Trip Report
APP J - Forns
APP K - Checkli st
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APPENDI X A
REFERENCES
1. Federal Air Regulations, Part 135.
2. Joint Federal Travel Regul ations, Volune 1.
3. Joint Travel Regul ations, Volunme 2.
4

: AR 37-103—, Finance and Accounting for Installations
| mprest Funds.

5. AR 37-106, Finance and Accounting for Installations Travel
and Transportation Al owances.

6. AR 55-47, Use of United States Omed Foreign Currencies in
the Procurenent of Transportation and Rel ated Costs.

7. AR 55- 355, Defense Travel Managenent Regul ati on.
8. AR 31020, Mlitary Orders.

9. AR 38115, Foreign Mlitary Intelligence Collections
Activities Program

10. AR 600290, Passports and Visas.

11. AR 630-5, Leave, Passes, Admi nistrative Absence and Public
Hol i days.

12. AR 1-40, O earance Requirenents and Procedures for Oficial
Tenporary Duty Travel Qutside Continental United States, as
suppl enent ed.

13. AR 1-211, Attendance of Mlitary and G vilian Personnel at
Private Organi zati on Meetings, as suppl enent ed.

14. AR 380-5. Departnent of the Arny Information Security
Program Regul ati ons, as suppl enent ed.

15. ER 55-1-2, Travel Managenent.
16. ER 95-1-1, Control and Use of Aircraft.

17. ER 380-1-12, Foreign Visitor Control and Rel ease of U S.
Armmy Corps of Engineers Information to Foreign Nationals.

18. U S. Air Force Foreign O earance Guide (FCG. Publication
may be obtai ned by contacting Defense Mappi ng Agency Conbat
Support Center, ATTN. TMSA, WASH DC 20315- 0010.

19. Federal Travel Directory.
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APPENDI X B
PRELI M NARY PLANNI NG
Table B-1. CONUS Travel Check Sheet

Type M ni rum Lead Ti nme Pl ace of

Action (Wor k Days) Servi ce
Itineraries 2 Ask M. Foster
RESERVATI ONS 3 Ask M. Foster
Airline Ticket 3 Room 3218C

ADVANCE OF FUNDS

FSN 49092 2 1900 Hal f ST, NwW
FSN 44213 2 Room 1213C
FSN 96490 2 Room 1213C

|f reservation is made by Ask M. Foster airline ticket will be
I ssued.
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Tabl e B-2, OCONUS Travel Check Sheet

Type of Action Lead Tinme CEPM CELD-TT USA USA
(Wor k Days) Photo Disp
(2)
| D Card 1 X X
| mruni zations-C v Pers 1
(3)
| mruni zations-M | Pers 15 X
Orders 45 X
(1)
Passports/ Vi sas 45 X
Prot ocol Notification 30 X
Speci al C earances for 60
Cl assified Areas X
Theat er/ Country C earance 45 X

(1) Travel ers who must purchase passport photographs commercially
may submit this item of expense on travel voucher.

(2) Report direct to lIdentification Branch, US Arny Phot ographic
Agency. Room 5A480 The Pent agon.

(3) Report direct to US Arny Di spensary Pentagon (entrance South
end of concourse). MIlitary personnel traveling outside CONUS
must have been tested for Human T-Lynphotrophic Virus Type |11
(HTLV-111) within the last 12 nonths prior to travel.
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APPENDI X C

Mont h of Fiscal Year Designation

Mont h Travel Mont h

Order |ssued Desi gnati on
COct ober 01
Novenber 02
Decenber 03
January 04
February 05
Mar ch 06
Apri | 07
May 08
June 09
July 10
August 11
Sept enber 12
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APPENDI X D
HQUSACE ORGANI ZATI ON CCDES

ORG CODE
OFFI CE OF THE CH EF OF ENG NEERS A
OFC OF THE COVIVANDER AA
OFC OF THE CH EF OF STAFF AB
OFC OF STRATEG C | NI TI ATI VES AC
OFC OF PROG MR FCR | SMP AD
OFC OF THE ASSI STANT CH EF OF ENG NEERS B

EXECUTI VE OFFI CE BA
| NSTALLATI ON PLANNI NG DI V

DV OFC BC

| NSTALLATI ON ASSESSMVENT BR BD

FORCE ASSESSMENT BR BE
ML ENGR & TOPOGRAPHI C DI V

DV OFC BG

OPERATI ONS SUPPCRT BR BM

TOPOGRAPHI C BR Bl

FORCE DEVELOPMENT BR BJ
| NTERNAL SVCS OFC BL
RESOURCE CONTROL & ANALYSI S DIV

DV OFC BN

RESOURCES BR BO

FACI LI TI ES ANALYSI S BR BP

D1
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FACI LI TI ES PROGRAMM NG DI V
DV OC
CONSTRUCTI ON  PROGRAM BR
HOUSI NG PROG
RPVMA PROG BR
ARMY ENVI RONVENTAL OFC

EQUAL EMPLOYMENT OPPORTUNI TY OFC
EXECUTI VE OFC
PCLI CY DIV
OPERATI NG EEO DI V

DI RECTORATE OF RESOURCE MANAGEMENT

EXECUTI VE OFC

BUDGET & P PROGRAMS DI VI SI ON
DV CFC
BUDGET & PROG FORMUL BR
BUDGET & PROG EXECUTI ON BR
BUDGET & PROG ANALYSI S

FI NANCE AND ACCOUNTI NG DI VI SI ON
DV CFC
COST & REV FUND ACCOUNTI NG BR
FI NANCE ACCOUNTI NG BR

D2
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ORG CODE
ORGANI ZATI ON AND PRODUCTI VI TY DI VI SI ON
DIV OFC DL
COVMERCI AL ACTI VI TI ES BRANCH DM
ORGANI ZATI ONAL POLI CY BRANCH DN
PRODUCTI VI TY PROGRAMS BRANCH DO
MANPOWER & FORCE MGT DI VI SI ON
DIV OFC DQ
MANPOWER REQS & DOC BRANCH DR
MANPOWER PROG, ALLOC & UTI L BRANCH DS
BUSI NESS PRACTI CES AND PROG EVAL DIV DU
MANAGEMENT ENG NEERI NG OFC DW
PUBLI C AFFAI RS OFC E
EXECUTI VE OFC EA
PUBLI C RELATI ONS & | NFO DI V EB
COVVAND | NFO DI V EC
OFC OF CHI EF COUNSEL F
EXECUTI VE OFFI CE FA
SR ASST CH COUNSEL FOR PROCUREMENT FB
SR ASST CH COUNSEL FOR LEG & GEN LAW FC
ASST CH COUNSEL FOR LI TI GATI ON FD
CH EF TRI AL ATTORNEY FE
DI RECTORATE OF PERSONNEL G
EXECUTI VE OFC GA

D-3



OM 55-1-1
31 Jan 90

Cl VI LI AN PERS DI V
DV OC
TRAI NI NG & DEV BR
STAFF & CAREER MGT BR
OCONUS RECRU T & CAREER PROG OPNS BR
POST GMI' & CLASS BR
REG & ANALYSI S BR
LABOR & EMPLOYEE REL BR

M LI TARY PERS DI V
DV OC
PERS ACTI ONS & SVCS BR
PLANS & POLI CY BR

OPERATI NG CI VI LI AN PERS OFC
DV OC
RECRU T & PLACEMENT BR
POSI TI ON MGT & CLASSI FI CATI ON BR
MGMI/ EMPLOYEE RELATI ONS BR
TECHNI CAL SVCS OFC
TRAI NI NG & DEVELOPMENT BR
HUNTSVI LLE ENG CTR ( HEQ)
CUSTOVER SERVI CES

DA | NTERNS & LONG TERM TRAI NI NG

OFC OF H STORY
EXECUTI VE OFFI CE

D-4
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DI RECTORATE COF | NFORVATI ON MGT
EXECUTI VE OFFI CE
| NFO COPNS & SPT DIV
DV CFC
LI BRARY BRANCH
ENGR | NFO SPT BR
VI SUAL | NFO BR
OPERATI ONS BR
PRT & DI ST MGT BR
| NFO PLNG & DATA MGT DIV
DV CFC
| NFO PLNG BR
DATA MGT BR
| NFO SYS ENGR BR
RESOURCES ACQ DI V
DV CFC
TECH & CONCEPT BR
PROG & BUDGET BR
TELECOW BR

DR OF M LI TARY PROGRAMS
EXECUTI VE OFC
MGMIT SUPPORT OFC

D-5
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ORG CODE

| C
| D
| E
| F
| G
I H

| J
I K
I L
| M

Ne)
| P
1Q
IR

JA
JB
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ENG NEERI NG DI VI S| ON
DIV OFC
STRUCTURES BRANCH
GEOTECHNI CAL & Cl VI L BRANCH
HAZARDOUS & TOXI C WASTE BRANCH
ENG NEERI NG SUPPORT BRANCH
MEDI CAL FACI L DESI GN OFC
ARCH & PLANNI NG SYS BRANCH
ELECTRI CAL & MECH BRANCH
ClVIL PROJECT ENG NEERI NG BRANCH
HYDRA & HYDRO BRANCH
CONSTRUCTI ON DI VI SI ON
DIV OFC
Al R FORCE BRANCH
GENERAL PROGRAMS BRANCH
FAM LY HOUSI NG BRANCH
CONSTRUCTI ON POLI CY BRANCH
ARMY BRANCH
CONSTRUCTI ON MGT BRANCH
CONSTRUCTI ON' EVALUATI ON' BRANCH
PROGRAM & EXEC SUPPORT OFC
HQ RELOC PRQJ OFC
SAFETY & OCCUPATI ONAL HEALTH DI VI SI ON
TECH REVI EW & MOD OFC
OVEST

D-6

ORG CODE

JC
JD
JE
JF
JG
JH
Jl
JJ
JK
JL

JM
JN
JD
JP
JQ
JR
JS
JT
JU
JV
JX
JY
JX
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ORG_CODE
BOARD OF CONTRACT APPEALS K
EXECUTI VE OFFI CE KA
DI RECTORATE OF REAL ESTATE L
EXECUTI VE OFC LA
ADM NI STRATI VE OFC LB
LEGQ SLATI VE OFC LC
PROGRAMS DI VI SI ON
DV OC LE
RESEARCH & ANALYSI S BRANCH LF
SYSTEM5S OPER & MGMIT BRANCH LG
ACQUI SI TION DI VI SI ON
DV OC LI
M LI TARY BRANCH LJ
Cl VI L BRANCH LK
CONDEMNATI ON BRANCH LL
APPRAI SAL DI VI SI ON LN
MGT DI SPOSAL DI VI SI ON
DV OC LP
M LI TARY BRANCH LQ
Cl VI L BRANCH LR
REALTY SVC DI VI SI ON
DV OC LT
POLI CY & OPERATI ONS BRANCH LU
APPEALS BRANCH LV
BASE CLOSURE & REALI GNVENT OFFI CE LW

D-7
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OFC OF PRIN ASST RESP FOR CONTRACTI NG
EXECUTI VE OFFI CE
CONTRACTI NG PQLI CY
OPERATI ONS & CONTRACT MGT REVI EW
DI RECTORATE COF ClI VI L WORKS
EXECUTI VE OFFI CE
OFC OF MGMI' & STAFF SUPPCORT
PCLI CY, REVIEW & I NI TI ATI VES DI VI SI ON
DV CFC
OFFI CE OF ENVI RONMENTAL PQOLI CY
LEG SLATI VE COORDI NATI ON BRANCH
| NTERAGENCY & | NT' L AFF BRANCH
NEW STARTS & POLI CY DEV/ REVI EW
LI FE CYCLE PRQIECT MGaMI
Pl ANC OFC
PLANNI NG DI VI SI ON
DV CFC
CENTRAL/ EASTERN PLANNI NG MGMTI' BRANCH
ECONOM C & SOCI AL ANALYSI S/ ENV PROG
FLOODPLAI N MGMI' & COSTAL RESOURCES BR
GULF/ WVESTERN PLSANNI NG MGMI' BRANCH
PLANNI NG PROGRAM MGMI' BRANCH

D-8
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ORG_CODE
PROGRAMS DI VI SI ON
DV OC NP
PROGRAM DEVELOPMENT BRANCH NQ
SYSTEM5S BRANCH NR
CENTRAL/ EASTERN WESTERN PROGRAMS BR NS
ANALYSI S BRANCH
OPERATI ONS & READI NESS DI VI SI ON
DV OC NU
NATURAL RESOURCES MGMIT BRANCH NV
OPERATI ONS BRANCH NW
REGULATORY BRANCH NY
EMERGENCY MANAGEMENT BRANCH NX
DREDA NG DI VI SI ON NZ
SMALL & DI SADVANTAGED BUSI NESS OFFI CE @)
EXECUTI VE OFFI CE
RESEARCH & DEVELOPMENT DI RECTORATE P
EXECUTI VE OFFI CE PA
M LI TARY PROGRAMS PB
Cl VIL WORKS PROGRAM PC
LABORATORY OPERATI ONS PD
OFFI CE OF SECURI TY & LAW ENFORCEMENT Q
EXECUTI VE OFFI CE @A
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ORG _CODE
OFFI CE OF THE ENG NEER | NSPECTOR GENERAL R
EXECUTI VE OFFI CE RA
PLANS & ANALYSI S OFFI CE RB

| NVESTI GATI ONS ASSI SSTANCE DI VI SI ON RC
| NSPECTI ON DI VI SI ON RD
ACQUI SI TI ON MAMT | NSPECTI ONS DI VI SI ON  RE

AUDI T OFFI CE S
EXECUTI VE OFFI CE SA

DI RECTORATE OF LOd STI CS Vv
EXECUTI VE OFFI CE VA
MAI NTENANCE DI VI SI ON VD

SUPPLY DI VI SI ON

DV OFC VF
SUPPLY MANAGEMENT BRANCH VG
SUPPLY OPERATI ONS BRANCH VH

TRANSPORTATI ON DI VI SI ON

DV OFC VJ
TRAVEL & TRANSPORTATI ON BRANCH VK
VEHI CLES MANAGEMENT BRANCH VL

D10
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APPENDI X E

PROPOSED MONTHLY AIR TRAVEL

(LR 55-1-2)
TO: FROM: FOR PERIOD:
FROM:
T0
TRAVEL NAME, GRADE. TITLE OF PURPOSE OF TRIP LOCATIONS YO 8E TYPE OF AIR NATURE OF INVITATION
DATE PERSONS TRAVELING VISITED TRANSPORTATION 1 Apyiss aMley

FOR ILLUSTRATION PURPOSES ONLY
(Local reproduction authorized - blank masters available from local FMO)

APPROVED PISAPPROVED NAME OF APPROVING OFFICIAL (fupn oot Pronsy SIGNATURE

ENG FORM 4815-R, Aug 85 Paye L Peyer (Propanent: CELM-TT)
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APPENDI X F
CECW XX ( MARKS NUMBER) DATE
MEMORANDUM FOR CELD-TT
SUBJECT: Request for Actual Expenses
1. Request actual expenses for the follow ng:

a. M5 Sand Storm Director, Cvil Wrks —Seni or nenber of
party.

b. COL John Doe, Chief, Public Affairs Ofice.

c. M. C Wte, Chief, Policy and Analysis Division, Cvil
Wor ks.

d. M. P. Annum Chief, Projects branch, Gvil Wrks.

2. Individuals listed above will attend the National Wter
Resources conference in Dayton, Chio, 1-5 May 89. The conference
will be held at the John Doe Hotel.

3. Lodgi ng accommpdations for the party have been nade by the
host organi zati on, where single roomrates start of $63.00 per
day. The participants are expected to |ive at the conference

| ocation in order to participate fully in all activities,

i ncluding informal contacts and ni ght sessions. The use of other
accommodat i ons, whether or not |ess expensive, would not be
considered to be in the best interest of the Governnent.

4. No other DOD conmponents or nenbers of the Uniformed Services
will attend this conference. MG Storm and party will depart their
respective residences on 30 Apr via comrercial air And return on
5 May.

SI GNATURE AND TI TLE
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REQUEST FOR APPROVAL OF FOREIGN TRAVEL DATE
(ERS5-1-2) )
(SEE INSTRUCTIONS ON REVERSE)
THRU 10 FROM

1. NAME OF TRAVELER(S)

2. PURPOSE

3. JUSTIFICATION FOR TRAVEL

FOR ILLUSTRATION PURPOSES ONLY
(Local reproduction authorized - blank masters available from local FMO)

4. PROPOSED ITINERARY

2. FUND SOURCE: [] coresmimary 3 coresavi

b. REIMBURSABLE FROM:
] coresmwmary ] comresavi  [] oruer

€ ESTIMATED COST 7 FORWARD TO 8. INVITATIONAL TRAVEL ORDER D YES

[ wo

3 RECENT FOREIGN TRAVEL

10. OTHER CORPS PARTICIPANTS

11 1S THE MISSION EXCLUSIVELY IN DIRECT SUPPORT OF U. S FORCES? D YES D NO

12 THE UNDERSIGNED HAS REVIEWED THE NEED FOR THIS TRAVEL AND HAS DETERMINED THAT THIS REQUEST [J SHOULD,
O SHOULD NOT BE FORWARDED TO THE OASA (CW) FOR APPROVAL {F THE RESPONSE TOITEM #1115 “NO™ AND "SHOULD NOT"
ISINDICATED IN ABOVE SENTENCE. EXPLAIN RATIONALE

13 DD FORM(S) 1610 PROVIDED AS ENCLOSURE 14 OFFICIAL PROGRAM PROVIDED 4S ENCLOSURE
COMMANOERDIRECTOR (Type name, rank and title) SIGNATURE DATE
ENG FORM 4960-R, Sep 87 Bepgangar L5077

G1
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INSTRUCTIONS -

1. ENTER NAME OF TRAVELER(S).
2. GIVE DETAILED/SPECIFIC PURPOSE. DO NOT USE AMBIGUOUS TERMS, SUCH AS SITE VISIT.

3. INDICATE WHY TRAVEL IS NECESSARY AND WHAT THE IMPACT ON MISSION ACCOMPLISHMENT WOULD
8E IF DISAPPROVED. MUST PROVIDE JUSTIFICATION FOR EACH LOCATION LISTED ON THE DD FORM(S)
1610 AND ITEM #4 BELOW.

4. PROVIDE DATE AND TIME OF ALL ARRIVALS AND DEPARTURES, EXCEPT TRANSIT POINTS,
{NCLUDE ANY CONTEMPLATED LAYOVERS OR ANNUAL LEAVE TO BE TAKEN IN CONJUNCTION
WITH OFFICIAL TRAVEL.

5. a. INDICATE WHETHER THE FUND SOURCE ON THE DD FORM(S) 1610 iS CORPS MILITARY OR CORPS CIVIL.
IF ULTIMATE FUND SOURCE IS THE SAME AS INDICATED ON THE DD FORM(S) 1610, THIS COMPLETES ITEM
#5,1IFNOT, GOON TO ITEM #5b

b. IFULTIMATE FUND SOURCE IS OTHER THAN THAT SHOWN IN ITEM #5a, INDICATE REIMBURSABLE
FROM CORPS MILITARY, CORPS CIVIL OR OTHER (identify other: e.g., U.S. Army, U.S. Air Force,
Voice of America, the Korean Government, etc.).

6. PROVIDE THE TOTAL ESTIMATED COST AS INDICATED IN ITEM #14 OF DD FORM(S) 1610.

7. INDICATE ELEMENT(S) WITHIN HQUSACE/OCE WHERE REQUEST SHOULD BE FORWARDED FOR REVIEW
(e.g., CECW (Directorate of Civil Works), CEEC (Directorate of Engineering and Construction), CERD
(Directorate of Research and Development), etc.).

8. IF YES, INDICATE MAILING ADDRESS OF TRAVELER IN ITEM #1. PROVIDE ANY SPECIAL INSTRUCTIONS
AND FUND CITE AS AN ENCLOSURE ON BOND PAPER.

9. TRAVELER MUST PROVIDE A LIST OF HIS/HER FOREIGN TRAVEL WHICH HAS OCCURRED DURING THE
CURRENT FISCAL YEAR AS WELL AS THAT WHICH HAS OCCURRED IN THE PAST FISCAL YEAR. INCLUDE
DATES, LOCATION OR DESTINATION, PURPOSE, AND IF THE ULTIMATE FUNDING WAS CiViL OR MILITARY.
IF INVITATIONAL TRAVEL ORDER INDICATE “NOT APPLICABLE".

10. LIST NAME AND ORGANIZATION OF PARTICIPANTS, {F KNOWN. IF UNKNOWN INDICATE "UNKNOWN".
11. THIS ITEM MUST BE COMPLETED._
12. THISITEM MUST BE COMPLETED.

13. ENCLOSE ALL COPIES OF DD FORM(S) 1610 FOR EACH TRAVELER INDICATED IN ITEM #1. INDICATE
ENCLOSURE NUMBER IN SPACE PROVIDED ON FORM (ITEM 13).

4. ENCLOSE A COPY OF THE OFFICIAL PROGRAM OF CONFERENCE, MEETING, SEMINAR, ETC. INDICATE
ENCLOSURE NUMBER IN SPACE PROVIDED ON FORM (ITEM 14). INDICATE 1F NOT AVAILABLE OR NOT
APPLICABLE.

FOR ILLUSTRATION PURPOSES ONLY
(Local reproduction authorized - blank masters available from local FMO)

1Reverse of Eng Form 4960-R)
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APPENDI X H

Rl P REPORT BY;
| ndi cat e organi zati on and i ndi vidual maki ng report)

OBJECTI VES OF TRI P
PLACE(s) AND DATE (s) VI SI TED:
SUBJECTS DI SCUSSED:

G FTS RECEI VED:

COWMM TMENTS RECEI VED OR d VEN:

(1)
PERCEPTI ONS/ CONCLUSI ONS

T
(

1

2

3

4. FOREI GV U.S. OFFI Cl ALS PRESENT:
5

6

7

8. RECOMVENDATI ONS:

9

TOTAL ESTI MATED EXPENSES:

a. Include an introductory paragraph to explain any costs
(travel, neals, |odging and other) not paid for or reinbursed by
U. S. CGovernnent funds.

b. Travel, neals, |odging and other incidental expenses paid
for or reinbursed by the U S. Government will be listed in the
fol | owm ng manner:

TOTAL
| TEM EXPENDI TURE

Lodgi ng and Meal s

Air Fare

Transportation in country
O her expenses

10. Quantitative benefits, for exanple, savings arising from
elimnation of need to duplicate research already carried out by
ot hers, should be reported whenever possible.

11. Include a coment on the viability or value of future simlar
trips and the worthiness of continued Corps participation or
i nvol venent .

(1) State concisely howthe trip inproved job effectiveness and
contributed to acconplishnent of the traveler*s and the Corps*
m ssi on.

(2) List each location separately.

(3) If other than air used, indicate node of transportation.

H1
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APPENDI X |
Trip Report by Ms. Swann Lake, CEWES

1. OBJECTIVES OF TRIP: | was requested by the USEPA

Envi ronnment al Research Laboratory (ERL), Athens, Ceorgia, to
travel to Spain to provide assistance on reservoir water quality
nmodel i ng. The ERL has a cooperative project with Communi dad de
Madrid, which is applying the reservoir water quality nodel, CE-
QUAL-R1, to several of their water supply reservoirs. This node
was devel oped and is maintained by the Water Quality Modeling

G oup, Environnental Laboratory of WES. Personnel of Communi dad
de Madrid are using the nodel to evaluate inpacts of future
devel opnent in the drai nage basin and various reservoir water
qual ity managenent strategies. Spain relies on surface water
reservoirs for water supply, as the region is arid. Therefore,
the water quality of these reservoirs is extrenely inportant. My
obj ective was to provide (through the EPA project) assistance on
the inplenmentation of this nodel. EPA personnel were providing
simlar assistance with the watershed (HSPF) and strea (QUAL2E)
wat er qual ity nodel s.

2. PLACE(S) AND DATE(S) VI SITED: Madrid and nearby reservoirs,
14-19 May 1988; Saville and nearby reservoirs, 19-20 May 1988.

3. SUBJECTS DI SCUSSED: CE- QUAL-R1 input requirenents, output
interpretation, nodel conversion problens, selection of nodel
paraneters, and application procedures. D scussed specifics of
reservoirs to be nodeled and their water quality problens. Al so
di scussed alternatives for water quality inprovenent.

4. FOREI GV US OFFI Cl ALS PRESENT: There were three USEPA
personnel and one EPA contractor, in addition to nyself. W
worked with five representatives from Spain. Qur primry contact
was Francisco Cubillo of Comuni dad de Madrid. M. Tom Barnwel |
of EPA is the project manager for the U S. team

5. G FTS RECEI VED: None.
6. COW TMENTS RECEI VED OR G VEN: None.

7. PERCEPTI ONS/ CONCLUSI ONS: The Spani sh wat er resources agenci es
can benefit fromour assistance, not only in nodeling, but in
reservoi r managenent as well. They have sone capabl e personnel
thus there is a high potential for success in applying these
nodel s. However, the degree of success may depend on the
opportunities for us to provide future assistance. Future

assi stance may be limted because the project that funded the
present cooperation concludes in one year. They need to study a
nunmber of reservoirs with serious water quality problens. Data
collected required to support nodeling just began, so they have
years of work to do. It appears that several of the reservoirs
could be Inproved with engi neeri ng enhancenent techni ques, such

-1
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as reservoir destratification. Additionally, site preparation
techni ques for new reservoir sites may be of interest. The CE has
alot to offer on the subject of reservoir water quality.

Li kewi se, we could gain new insights through future assistance on
Spai n*s reservoir water quality problens studies. W have

technol ogy they need, and they have the problemthat we could
learn fromif we were to help solve them The EPA project was
funded through the U S -Spain Conmttee for Scientific and
Technol ogi cal Cooperati on.

9. TOTAL ESTI MATED EXPENSES:

I tem Tot al Expenditures
Lodgi ng and Meal s $1200
Air Fare 880
Transportation in Country 190
O her Expenses None

ALL EXPENSES WERE PAI D BY EPA ON EPA TRAVEL ORDERS.

10. QUANTI TATI VE BENEFI TS: During the trip, | was providing
assistance to nodelers in Spain, so they benefited rather than
us. Learning of their problens did give ne a broader perspective
of reservoirs and the associ ated probl ens/ needs.

11. VALUE OF FUTURE PARTI Cl PATION: Spain is just enbarking on
their reservoir water quality studies. If we could assist in

t hese studies, we would benefit fromthe participation and share
in the | essons | earned.

SWANN LAKE, Chi ef
Water Quality Modeling Ofice
Envi ronnment al Laboratory
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APPENDI X J 31 Jan 90
FI GURE J-1
REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ! :;;ig;
(Reference: Joint Travel Regulations )
Travel Authorized as Indicated in ltems 2 through 21.
REQUEST FOR OFFICIAL TRAVEL
2. NAME (Last, Firsi, Middle Initial) SSN for military and 3 POSITION TITLE AND GRADE OR RATING
civilian AS APPROPRIATE '
4. OFFICIAL STATION 5 ORGANIZATIONAL ELEMENT 6 PHONENO
Geographical location, such as AS APPROPRIATE
| Washington, DC 20314-1000
7. TYPE OF ORDERS 8 SECURITY CLEARANCE 9 PURPOSE OF TDY
In connection with the activities of
BLANKET TRAVEL AS APPROPRIATE
108. APPROX. NO OF DAYS OF b. PROCEED O/A (Date) or as appropriate

TOY ({nctuding travel time}

LEAVE BLANK LEAVE BLANK

1. ITINERARY D VARIATION AUTHORIZED

You will proceed on temporary duty at such times and in such order and frequency as
may be necessary from your home or place of business to any point within the
Continental limits of the United States during the period to s
both dates inclusive. Upon completion of each tour of temporary duty, you will
return to permanent station.

12. MODE OF TRANSPORTATION
COMMERCIAL GOVERNME PRIVATELY OWNED CONVEYANCE (Check one)
RAIL AIR BUS SHIP AR VEHICLE 5@ RATE PER MILE
X X X X X Q\\[) (T MORE ADVANTAGEOUS TO GOVERNMENT
g’Q MILEAGE REIMBURSEMENT AND PER DIEM LIMITED TO CON-

[ ASDETERMINED BY APPROPRIATE TRANSPORTATQN [[] STRUCTIVE COST OF COMMON CARRIER TRANSPORTATION &

OFFICER {Overseas Travei only) ~ RELATED PER DIEM AS DETERMINED IN JTR TRAVEL TIME

LIMITED AS INOICATED IN JTR
PN Y
13 __ PERT'EMAUT-ORIZED IN Acconoak‘»mm“nn
[ orwen mave oF pER DiEM (Specify)  [~—.d  THIS BLOCK IS CHECKED FOR CIVIiLIANS OXLX
\“ Q

14 YTk TED COST 'S ADVANCE
PER DIEM TRAVEL N4 OTHER TOTAL AUTHORIZED
s 7300.00 $10,000.0 s 1600.00 s 18,900.00 s

16 REMARKS (U'se rhis space for special requirements. leave, superior or [s(-class accommodarions, excess baggage, registration fees, eic.)
Travel by privately-owned-vehicle is authorized. You are authorized use of special
conveyance. You are authorized travel within and around temporary duty station. You
are authorized toc make changes in above itinerary and to proceed to additional places
as may be necessary to accomplish this mission. Use of existing Government facility
would adversely affect the performance of the assigned mission. You are authorized
100 pounds of ajir baggage. You may wear civilian clothing while in the travel status
directed by these orders. Individual designated Acting Transportation Officer under
provisions of AR 55-13. Individual designated a courier.

17 REQUESTING OFFiCIAL (Title and signature) 18 APPROVING OFFICIAL (Title and signature)

Individual as designated by head of
agency concerned

AUTHORIZATION

19. ACCOUNTING CITATION

Insert appropriate accounting citation.

20. ORDER AUTHORIZING OFFICIAL (Title and signaturé} OR AUTHENTICATION 21 DATE ISSUED
AS APPROPRIATE
LEAVE BLANK 22 TRAVEL ORDER NUMBER
|1 AS _APPROPRIATE

DD .- 1610
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APPENDI X J
FI GURE J-2

REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL
{Reference: Joint Travel Regulations)
Travel Authorized as Indicated in ltems 2 through 21.

t DATE OF
REQUEST

REQUEST FOR OFFICIAL TRAVEL

2. NAME (Last, First, Middle initial)

SSN:

AS APPROPRIATE

3

POSITION TITLE AND GRADE OR RATING

4. OFFICIAL STATION
HQUSACE
I _waspy nc 20314-100

s

ORGANIZATIONAL ELEMENT

CELD-TT

6 PHONE NO

272-XXXX

L 7. TYPE OF ORDERS

REPEATED

8. SECURITY CLEARANCE °®

NA

104. APPROX. NO. OF DAYS OF
TOY (Including travel time)

b. PROCEED O/A (Date)

PURPOSE OF TDY

AS APPROPRIATE

I E] OTHER RATE OF PER ONEM  (Specify)

30 02 MAY 88
1. ITINERARY [0 vARIATION AUTHORIZED
FROM: Residence (Rockville, MD)
TO: Warrenton, VA A
I RET TO: Residence (Rockville, MD)
12. MODE OF TRANSPORTATION
COMMERCIAL GOVERNMENT PRIVATELY OWNED CONVEYANCE ({Check one)
RAIL AR BUS SHIP AR VEMICLE SHIP RATE PER MiLE 91
(3t MORE ADVANTAGEOUS TO GOVERNMENT
MILEAGE REIMBURSEMENT AND PER DIEM LIMITED TO CON-
O As DETERM NED BY APPROPRIATE TRANSPORTATION [] SIRUCTIVE COST OF COMMON CARRIER TRANSPORTATION &
OFFICER (O\erseas Travel only) RELATED PER DIEM AS DETERMINED IN JTR TRAVEL TIME
LIMITED AS INQICATED IN JTR
13. [J PER OIEM AUTHORIZED IN ACCORDANCE WITH JTR

II‘.

ESTIMATED COST

PER DIEM

s 480

TRAVEL

.00 s 194.88

OTHER

s -0-

TOTAL

s 674.88

1S ADVANCE
AUTHORIZED

16. REMARKS (Use this space for special requirements, leave. superior or 1si-class accommodations, excess baggage, regisiraiion fees, eic.)

EMPLOYEE AUTHORIZED 4 ROUND TRIPS DURING PERIOD 02-30MAY 88,

17. REQUESTING OFFICIAL (Title and signature)

TABLES 1-1 AND 1-2------c-eoeommm- e BT

18. APPROVING OFFICIAL (Title and signature)

AUTHORIZATION

19. ACCOUNTING CITATION

INSERT ACCOUNTING CITATION AND COMPLETE BILLING ADDRESS

20. ORDER AUTHORIZING OFFICIAL (Title and signature) OR AUTHENTICATION

TABLES 1-1 AND 1-2

2t DATE ISSUED

S APPROPRIATE

22 TRAVEL ORDER NUMBER

DD %1610

J-2

AS APPROPRIATE
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U.S. Army Corps of Engineers
WASHINGTON, D.C. 20314

REPLY TO
ATTENTION OF:

NATO TRAVEL ORDER/ORDRE DE MISSION OTAN

Country of Origin: United States Order Number
Pays de Provenance: Numéro de Serie:

l. The bearer
La Porteur

Social security number/No Mle Grade of rank/Grade Name /Nom
2. Will cravel from to
Fera Mouvement de 2
via Date of departure
via Date du départ

Expected date of return
Date probable de retour

3. Authority is not granted to possess and carry arms.
Autorisation non accordee de port d'armes.

4., This travel order is to be produced to civil and military authorities on
request.

Cet ordre de mission devra ®tre présenté sur demande des autoritds civilies
et militaries.

FOR THE COMMANDER:

Officer authorizing movement Date of issue
Officier autorisant le mouvement Date de l'autorisation

ENG FL 103 JUN 84

J-3
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APPENDI X J
FI GURE J-4
| REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ! g:;ig;

{Reference: Joint Travel Regulations )
Travel Authorized as Indicated in ltems 2 through 21.

REQUEST FOR OFFICIAL TRAVEL

2. NAME (Last, First, Middle Initial}

DOE, JOHN SSN number

3 POSITIONTITLE AND GRADE OR RATING

MAJOR

4. OFFICIAL STATION

SELF EXPLANATORY

5 ORGANIZATIONAL ELEMENT 6 PHONE NO

® PURPOSE OF TDY

NA

7. TYPE OF ORDERS 68 SECURITY CLEARANCE
Revocation NA
10a. APPROX. NO OF DAYS OF b. PROCEED O/A (Datrej

Tov (Including travel time)

NA NA
1. ITINERARY [[] VARIATION AUTHORIZED
) @
12. ﬂ!u‘eéw ANSPORTATION
COMMERCIAL GO ENT PRIVATELY OWNED CONVEYANCE (Check one)
RAIL AR BUS SHIP AIR VEHICLE SHIP RATE PER MILE

MORE ADVANTAGEQUS TO GOVERNMENT

d

AS DETERMINED BY APPROPRIATE TRANSPORTATION
OFFICER (Overseas Travel onlyj

MILEAGE REIMBURSEMENT AND PER DIEM LIMITED TO CON-
STRUCTIVE COST OF COMMON CARRIER TRANSPORTATION A&
RELATED PER DIEM AS DETERMINED IN JTR TRAVEL TIME
LIMITED AS INDICATED INJTR

O

3. D PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR

D OTHER RATE OF PER DLEM (Specify)

14 ESTIMATED COST DECREASE 15 ADVANCE
AUTHORIZED

PER DIEM TRAVEL OTHER TOTAL

$1,021 $5,976 $200 s 7,197 s

TRAVEL ORDERY dated

18 REMARKS (Use this space for special requirements, leave, supertor or Ist-class accommodalions, excess baggage, regisiration fees, eic.}

is Revoked in its Entirety.

17. REQUESTING OFFICIAL (Tirle and signature)

Self Explanatory

18 APPROVING OFFICIAL (Tiile and signature)

AUTHORIZATION

19. ACCOUNTING CITATION

Insert Fund Citation and Complete Billing Address

20. ORDER AUTHORIZING OFFICIAL fTitle and signature) OR AUTHENTICATION 21 OATEISSUED

. FILL 1IN

Self Explanatory 22 TRAVEL ORDER NUMBER
FILL TN

FORM
JUN 87

DD. 1610
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APPENDI X J
FI GURE J-5
CEXX-XX (MARKS NUMBER) DATE
MEMORANDUM FOR
CEHEC-RM-F
CELD-TT
SUBJECT: Revocation of Invitational Travel Order
Request Invitational Travel Order # issued to Mr. John Smith

be revoked in its entirety.

SIGNATURE AND TITLE

FOR: JOHN DOE
F&A Offilcer
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31 Jan 90 APPENDI X J
FIGURE J-6
| REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ' oateor
(Reference: Joint Travel Regulations )
Travel Authorized as Indicated in ltems 2 through 21.
REQUESY FOR OFFICIAL TRAVEL
2. NAME (Last, First, Middle Initial) 3. POSITION TITLE AND GRADE OR RATING
INCLUDE SSN NUMBER .
SELCF EXPLANATORY----mmmm i mmm v m e e e e et r e e e -
4. OFFICIAL STATION S. ORGANIZATIONAL ELEMENT 6 PHONE NO.
SELF EXPLANATORY--------—-——-—--—--ommm—] sl i p-————-
7. TYPE OF ORDERS 8 SECURITY CLEARANCE . PURPOSE OF TOY
Amendment #1 NA NA
104. APPROX. NO. OF DAYS OF b. PROCEED O/A (Date)
ToY (Incliuding travel time)
5 NA
1. ITINERARY [0 vawmiaTiON AUTHORIZED
12, ((') @Q\\)rur«snoaunou
COMMERCIAL GWQY PRIVATELY OWNED CONVEYANCE (Check one)
RAIL AIR suUS SHIP AIR VENGHE SHIP RATE PER MILE
[(] MORE ADVANTAGEOUS TO GOVERNMENT
MILEAGE REIMBURSEMENT AND PER DIEM LIMITED TO CON-
[ As DETERMINED BY APPROPRIATE TRANSPORTATION [} STRUCTIVE COST OF COMMON CARRIER TRANSPORTATION &
OFFICER (Overseas Travel onlv) RELATED PER DIEM AS DETERMINED IN JTR TRAVEL TIME
LIMITED AS INDICATED IN JTR
13 (] PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR
D OTHER RATE OF PER DIEM /Specify)
14 ESTIMATED COST INCREAS 1S ADVANCE
iptn DIEM TRAVEL OTHER TOTAL AUTHORIZED
$250.00 s s $ 250.00 s

16. REMARKS (Use this space for special requirements, leave, superior or Ist-class accommodations, excess baggage, regisiration fees, eic.)

SO MUCH OF TRAVEL ORDER # IS AMENDED AS SHOWN IN ITEM 10a

ABOVE.
17. REQUESTING OFFICIAL (Title and signature) 18. APPROVING OFFICIAL (Title and signature)
TABLES 1-1 and l-2------mmmmmm i m e m e m e - -

AUTHORIZATION

19. ACCOUNTING CITATION

FUNDS AVAILABLE:
INSERT FUND CITATION AND COMPLETE BILLING

ADDRESS JOHN DOE
F & A Officer

20. ORDER AUTHORIZING OFFICIAL (Title and signature) OR AUTHENTICATION 27, DATE ISSUED
FOR THE COMMANDER: AS APPROPRIATE
22 TRAVEL ORDER NUMBER
N DOE e G XY L CEXYaXXNWASHDC 20314-1000 AS _APPROPRIATE

DD .% 1610

J-6
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APPENDI X J 31 Jan 90
FIGURE J-7
REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ! DATE OF
(Reference. Joint Travel Regulations) REQUEST
Travel Authorized as Indicated in ftems 2 through 21. E‘%gl ANATORY

REQUEST FOR OFFICIAL TRAVEL

2. NAME (Last, First, Middie Initial) 3. POSITION TITLE AND GRADE OR RATING

Self Explanatory---—=--—-—=---—---c-c-pooom o mmmmm s — e ————— -~

4. OFFICIAL STATION 5. ORGANIZATIONAL ELEMENT

Self Explanatory-----—-——--—-m-=ecce—c-lbororom e —mcmmm e — - ——— ==

7. YYPE OF ORDERS 8. SECURITY CLEARANCE 9 PJURPOSE OF TOY

Amendment {2 NA NA

10a. APPROX. NO. OF DAYS OF b. PROCEED O/A (Dare)
Tov (Including travel time)

12 NA

11. ITINERARY D VARIATION AUTHORIZED

From: WASH DC

To: Los Angéles, San Francisco, Sacremento, CA; Dallas,
Albuquerque, NM

Return To WASH DC (26

TX;

A
T2, MODE OF YRANSPoaTAﬂ%\\ \(.A

COMMERCIAL GOVERNMENT A‘&J)kWED CONVEYANCE (Check one)

RAIL AlR 8us SHIP AIR VEHICLE SHIP RA(E%‘\\& A

AS DETERMINED BY APPROPRIATE TRANSPORTATION

| X X X . W\MTAGEOUS TO GOVERNMENT
&\ AGE REIMBURSEMENT AND PER DIEM LIMITED TO CON-

RUCTIVE COST OF COMMON CARRIER TRANSPORTATION &

Government Aircraft from Wash to LAX.

OFFICER (Overseas Travel only) ) RELATED PER DIEM AS DETERMINED IN JTR. TRAVEL TIME
LIMITED AS INQICATED IN JTR
13 (] PERDIEM AUTHORIZED IN ACCORDANCE WITH JTR
D OTHER RATE OF PER C/EM  (Specify)
14 INCREASE ESTIMATED COST INCREASE 'S ADVANCE
AUTHORIZED
PER DIEM TRAVEL OTHER TOTAL
$350.00 $295.00 s80.00 $/725.00 s
18. REMARKS (Use this space for special requirements, leave. superior or Ist-class accommodaiions, excess baggage, regisiration fees, elc.}
So much of Travel COrder # dated and Amendment #1
dated are further amended, as shown in items 10a, 11,12,14%
above, and to include hire of special conveyance. Individual will use

TABLE 1-1 OM 55-1-l-—=~-—-----=-u—~ e ——_—

17. REQUESTING OFFICIAL (Title and signature) 18. APPROVING OFFICIAL (Title and signature)

AUTHORIZATION tunds Available

19. ACCOUNTING CITATION
Insert Fund Citation and Complete Billing Address

JOHN DOE, F&A Officer

20. ORDER AUTHORIZING OFFICIAL (Title and signature) OR AUTHENTICATION 2t DATE ISSUED

_FOR THE COMMANDER: AS APPROPRIATE

22 TRAVEL ORDER NUMBER

TABLES 1-1 and 1-2 AS.APPROPRIATE

DD . 1610 -
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APPENDI X J
FI GURE J-8
CEXX-XX (MARKS NUMBER) DATE
MEMORANDUM FOR
CEHEC-RM-F
CELD-TT
Y. Reqguest that Invitational Travel Order # issued to Mr. John

Smith be amended as follows:
Approximate number of days 7 in lieu of 2.

2. Estimated cost is increased by $250.00

SIGNATURE AND TITLE

FUNDS AVAILABLE:

FOR: JOHN DOE
F&A Officer

J-8
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APPENDIX J
IGURE J-9 DA FORM 1351-2

F
INFORMATION REQUIRED 8Y TRE PRIVACY ACT OF 1974

AUTHORITY: S US.C 5701-5742. 37 US.C. 404427, and E.O. 9397,

PRINCIPAL PURPOSE: Used for reviewing, approving, accounting and disbursing {or ofticial travel, SSN is used to maintain

a numerical identification system for individual claims.

ROUTINE USES: To substantiate claims flor reimbursement for official travel.

DISCLOSURE: Voluntary. Failure to turnish information requested may resultl in total or partial denial of amount

claimed.

22 CLAIMANT'S STATEMENT

a. 1 have identified on the fuce of this voucher all travel in connection with leave, delay en route or travel to home or permanent
station for personal reasons.

b. Thave notclaimed any allowances tor travel, transportationand/or TDY for which I have or will receive reimbursement from
any otheragency of the U.S., Foreign Government. or the United Nations, except as specifically authorized by the Sccretaries
concerned.

¢. I hereby assign to the United States any rights | have against other parties in connection with reimbursable charges described
herein associated with transportation procured at personal expense.

d. If travel by POC was authorized as more advantageous to the Government I, as owner or operator of the vehicle, was primarily
responsible for payment of its operating expenses.

23. REQUIRED ATTACHMENTS

a. Original or copies of all travel orders and amendments.

b. Traveler's copy of transportation requests and MAC authorizations useg

N

d. Receipts from carriers, copies of tickets, or required cer\yRM st of transportation is claimed.

\ \lj‘be'ss of S1S.

and directed mode of transportation).

c. Receipts from transportation office for unused transportation re Artially unused carriers tickets, and unused

meal tickets.

¢. Receipts for lodgings and any item of expense clai
f. Statements of nonavailability (Government quarters, m

g ltemization of actual expenses on a daily basis when claim for reimbursement includes travel on an actual expense basis.

24 DEDUCTIBLE MEALS

~Meals consumed by & member/employee when furnished with or without charge incident to an oflicial assignment by sources
other than a Government mess. [See JTR, Vol 1, App. J and Vol. 2, App. D for definition of Deductible Meals.) Meals furnished
on commercial aircraft or by private individuals are not considered deductible meals.

25a SYMBOLS (Use two /etters) 250 SYMBOLS
MEANS/MODE OF TRAVEL REASONS FOR STOPS
FIRST LETTER SECOND LETTER

(1) TRNSPN REQ. . ... . .. T (SYAUTO ... ... .. A (D AWAITING TRNSPN .. ... . AT
12) GOVT TRNSPN. . . . G OYBUS. .. ... L. B () LEAVEENROUTE . ... ... ... . . ... .. ... ... .. LV
{3y COML TRNSPN | | C (7)PLANE .. ... ... ... P GYMISSION COMPLETE. ... ... . ... . . ... .. ... . ..... MC

fown expense) (8YRAIL. . ...... ... ... R ($) AUTHORIZED DELAY. ... ... ... .. . . ... . ... .. AD
4 PRIVATELY-OWNED (9 VESSEL. . . ... ... \ () TEMPORARY DUTY. ... . ... . ... . .. L1

CONVEYANCE. . .. .. P (10) MOTORCYCLE . . . .. Mo

26 REMARKS

Use of privately-owned-automobile from WASH DC to Baltimore, MD and
return is determined to have been in the best interest of the Government.
Miss Doe accompanied Mr. Smith.

27 APPROVED FOR PAYMENT (When required by individual service regulations)

DATE SIGNATURE OF AUTHORIZED APPROVING/CERTIFYING OFFICER

J-9
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APPENDI X J
FI GURE J-10
NAME (Type or print) GRADE OATE

JOHN NMI DOE GM-15 29 Jul 88
OF FICIAL ADDRESS

HQUSACE (CEXX-XX) WASH DC 20314-1000

SIGNATURE

TYHE OF DOCUMENY OR PURPOSE FOR WHICH AUTHORIZED
DD FORM 1351-2

| CERTIFY THAT THE ABOVE 1S THE SIGNATURE
OF THE AUTHORIZED INDIVIOUAL

NAME AND GRADE OF COMMANDING OFFICER(Type or print) OR HIS DESIGNEE

JPHN Q. BYBLIC,.COL, EXECUTIVE

TURE (f OFFI(*R OR HI1S DESIGNEE




APPENDI X J OM 55-1-1
FI GURE J- 11 31 Jan 90
STATEMENT OF ACTUAL EXPENSES
REIMBURSABLE EXPENSES (JTR, C4612 AND M4009)
OATE 4/ opainG ] Ymeas Tressine |2/ * L/ Locat Yornen
w_388 BREAKFAST LUNCH DINNER CLEANING TRANSP
) Mar {5908 3.5 8.00 | 11.54
2 Mar 59.08 2.52 5.50 15.75
3 Mar 39.08 5.00 9.50 18.00
4 Mar 59.08 1.00 2.75 19.00
7
5 Mar 39.08 - 4.85 17.50
6 Mar 59.08 2.10 7.00 15.07
7 Mar 3.50

A

NOTES

1ag Attoch lodging receipt(s) as supporting document(s).

v Cost of each meoland tip to be shown as single amount (the
coet of slcoholic beverages may not be Included.)

2/ Cost of locel transportation and tips between places of lodg-
ing or duty points to and from places where meals are taken
not otherwise retmbursable.

‘—/(uj Fees and tips to belldboys and malds; (b) fees and tips to port-
ers and baggagemen (Members of Uniformed Services indicate
only those fees and tips paid to porters and baggagemen and at
places of lodging. Fees and tips at common carrier terminals are
separately reimbursadie.}; (c) telephone and telegraphic charges
for lod ging reservations. (d) expenses {other than those shown on
lodging receipts) related to lodging and velet services (except ber-
bers, manicurists, or masseurs); (¢) related taxes end service
charges on allowable items of expanse (other than those in note 3)
if not included elsewhere.

I, Sweet Pea

certify that itemized amounts are actual and necessary expenses

(Types or Print Name)

incurred by me in performance of official travel for which I have not been reimbursed.

SIGNAT

a5 _—

OATE

8 October 1988

0D .

FORM
JAN 78

1351-3

J-11

@ U.S. Goverament Printing Otfice: 1980—310-981/90804



OM 55-1-1 APPENDI X J
31 Jan 90 ~ FI GURE J_—_12
CLAIM FOR RklMI’URSEMENT 1. Department or Estadlishment, Bureau, Division or Office | 2. VOUCHER NUMBER
FOR EXPENDITURES
3. SCHEDULE NUMBER
ON OFFICIAL BUSINESS HQDA (CEXX-XX) _
Read the Privacy Act Statement on the back of this form. 5. PAID BY
4. | 3. NAME (Lest, firss, middie inisiel) b. SOCIAL SECURITY NO
PUBLIC, JOHN Q. _ 123-45-6789
¢. MAILING ADDRESS (/nciude ZIP Code) d. OF FICE TELEPHONE
' . 4 NUMBER
HQDA (CEXX-XX)
WASH DC 20314
272-0676
6. EXPENDITURES (// fare cleimed in col. {g) exceeds charge for one person, show in col. (h) the number of additional persons which accom-
panied the claimant )
- DATE - Show appropriate code in coi. (b): AMOUNT CLAIMED
i S A-Locsl travel MILEAGE
O B-Telephone or telegraph, or ADD| TIPS AND
1987 €  C-—Other Expenmes fitenmzed) ! ] miLeace FARE IpER.| MISCEL-
(Eaplamn vapenditures in specfic detad sloLé.SF OR TOLL EONS|LANEOUS
(a) (h) () FROM (d} TO (e} ) ) thy (1)
11726 TA Pulaski Bldg. EX Office Bldg. } 1 {80 IZQ
S - I { t
{ 1 {80 {20
- TAl EX Office Bldg. Pulaski Bldg. j { !
T T T
| | |
1 ! !
T T T T
PUSEEEE— | | {
o ) | ’ !
. - - T 1 T
a—— | ; :
|
T T T
1 I |
n 1c i | i
U 7 1 !
At ————
@ v NN |
- A T A g
I | 1
T 1 1
| ! !
j ] 1
T T T
| i !
! | i
" ) . . SUBTOTALS CARRIED FORWARD 1B | i
1 additional space fs required continue on the back. FROM THE BACK { : :
T 1 '
: (f ). 1 | H
7. AMOUNT CLAIMED (Total of cols. (), (g) and (i}.)» $ 4.00 TOTALS | 3 160 140

8 This claim is approved. Long distance telephone calls, if shown, sre cert.fied
as necessary in the interest of the Government. (Note: If long distance calls

are included. the approving official must have been authorited in writing, by

the head of the department or agency to 30 certify (31 U S.C. 680a).)

10, { certity that this claim s true and correct 10 the best of my knowledge and
belief and that payment or credit has not bean received by mae.

Sign Original Only

ign Original Onl OATE
Sign Original Only CLAIMANT

SIGN HERE

DATE 11. CASH PAYMENT RECE!PT

APPROVING a. PAYEE (Siygnature) b. DATE RECEIVED
OF FICIAL ’
SIGN HERE
9. Thus claim is certified correct and proper for payment, €. AMOUNT
AUTHORIZED Sign Original Only 5
CERTIFYING DATE 12. PAYMENT MAOE
QFFICER BY CHECK NO.
SIGN HERE

ACCOUNTING CLASSIFICATION

iled 21307

3TANDARD FORM {164 (Rev 5-80) Prescrited by GSA, FPMR (CFR ¢1) 10}.7
PN

J-12



APPENDI X J OM 55-1-1
FI GURE J-13 31 Jan 90
CLA|M FOR RE.MBURSEMENT 1. Department or Establishment, Bureau, Division or Office | 2. VOUCHER NUMBER
FOR EXPENDITURES HQUSACE
3. SCHEDULE NUMBER
ON OFFICIAL BUSINESS CEXX-XX
Read the Frivacy Act Statement on the back of this form. 5. PAID BY
4. | 3. NAME (Last, first, middie initial) b. SOCIAL SECURITY NO|
Self Explanatory
¢. MAILING ADDRESS (include ZIP Code) 4. OFFICE TELEPHONE
HQUSACE (CEXX-XX) NUMBER
Wash DC 20314-1000 272-XXXX
8. EXPENDITURES (/f fare claimed in col. () exceeds charge for one person, show in col. (h) the number of additional persons which accom-
panied the claimant.)
DATE Show approprire code n col. (by: AMOUNT CLAIMED
C 1 .
8 ::Tdoohm:tr telegraph, or Mg‘E:EGE
1988 E C-Other Expenses (imm::;d) ¢ | miLeace FARE :EDRD- TA:!?:C‘ET.P
ok xplain expenditures tn specific detai G&EOSF OR TOLL rms LANEOUS
fa) thy fc) FRAOM td) To (e) 0] ig) fh) (i)
T T T
-3 Oct} . | [ |
PC] Residence Frederick, MD 30 630 | [
T T T
————— f | |
BR ! 125 '
' i H
— ]
PC} Frederick, MD Fort Knight, MD 30 630 | |
T T T
——— ) i |
BR I 125 1
1] i i
PRSSE—— | . | | i
Sapme trip on 21, 28 & 39 Oct 79 180 2280 1's0 !
Fort Knight, MD Baltimore, MD | T 1,
1 Nov|cB] Baltimore, MD Fort Knight, MD | 2196 f
Bus Depot Baltimore |[Fed Bldg Baltimore | 2,70 145
Fed Bldg- Baltimore |[Bus Depot Baltimore 1 2195 145
T T
U I ] :
| ! |
i o 1
—_— n ‘ | | |
! ] i {
i T T T
1 | I {
1 additional space /s required continue on the back. ::g;o;:éseﬁgzmeo FORWARD : { ;
L4 T
7. AMOUNT CLAIMED (Total of cols. (1], (g} and (i].]» $ TOTALS ! ! I
I 61.90 140 5040] 1061 190

8. This claim is approved. Long distance telephone calls, if shown, sre certified
as necessary in the interest of the Government. (Note: If long distance calls
are included. the approving official must have been authorized in writing, by
the head of the department or agency to so certify (31 U.S5.C. 6804a).)

10. { certify that this claim is true and correct to the best of my knowiedge snd
belief and that payment or credit has not been received by me.

Sign Original Only

Sign Original Only DATE
CLAIMANT
SIGN HERE
DATE 11. CASH PAYMENT RECEIPT
APPROVING s. PAYEE (Signature) b. DATE RECEIVED
OFFICIAL
SIGN HERE
9. This claim is certified correct and proper for paymaent. e AMOUNT
AUTHORIZED Sign Original Only s
(c)en*nz;mc ’ DATE 12. PAYMENT MADE
FFIC Y cH
SN HERE BY CHECK NO.

ACCOUNTING CLASSIFICATION

1164-210-07

STANDARD FORM 1164 {Rev. 5-80)

Prescribed by GSA, FPMR 'CFR ¢41) 101.7

J-13



OM 55-1-1 APPENDI X J
31 Jan 90 FI GURE J- 14
1. NAME OF TRAVELER (Print)
SCHEDULE OF TRAVEL PERFORMED
(ER 55-1-2) 2. ROOM AND TELEPHONE NUMBERS
3. OFFICIAL STATION 4, TRAVEL ORDER OR SPECIAL ORDER NO. AND DATE
5. CHECK MAILING ADDRESS (Include Zip Code) 8. TOTAL ACTUAL COST OF LODGING FOR (dates)
WAS §
7. ITINERARY
DEPARTURE AND .
ARRIVAL CITY OR PRINCIPAL POINT AND STATE '4%?.52{ F%ERA:‘%SP ;;R-:‘:’: BER
DATE 19 TIME (Symbol) {Symbof) UsSEp
LEFT
[’
ARRIVED
M
LEFT
M
ARRIVED
"
LEFT
]
ARRIVED
M
LEFT
[
ARRIVED
“ pwn SERER. o t fet e
CErT CINAMBHEE
M MANTLISIV I IIENE
ARRIVED Slvi LS
]
“TLEFT
"
ARRIVED
M
LEFT
']
ARRIVED
"l
LEFT
M
ARRIVED
M
LEFT
]
ARRIVED
M
LEFT
< " ..
ARRIVED
M
S MEANS (Mode) OF TRAYEL REASONS FOR STOPS
,YA - FRSTLETTER SECOND LETTER 10. AWAMNG TRNSPN . . ... ..., vearees AT 16, MISSION COMPLETE ... .. .coen. .. MMC
I TRNSPNREQ . ........ T S AUTO........ A 1. CHANGEMODEOF TRNSPN, . ... .. .. oM 17. MECHANICAL DIFFICULTY . . ... ..., . MEC
B |2 covimsei ... il G &BUS ........ o |12 CREWREST. ... .ieiiiieiiaaans CR 18, PICKUP CARGO (POSSEngery). . .. ... .. "
O |3 commmson........ C 7.MANE........ ? 113, O1SCH CARGO (passengere) . . . ...... DC 19, REMAINOVERNIGHT, . ... ......... 20N
L (oan S RAN ..ovennns 2|14 EAVE/DEIAYEN ROUTE ... .. ... .. LV 20, TEMPORARYDUTY . .. ... couenrnnne oY
S |4 PRIVATEVEHICIE .......» 9. VESSEL .......V |15 MAINTENANCE (refuel)............ MA 21, WEATHER ADVERSE . .. ... ......... wx
* 1t Travel Not Pecformed In Accordance with T/R’s Issued, Exploin In ’Remarks’’ on Reverss Side (8a provided in Vol 2, Jﬁ.
aw | 1§ Travel by PA, Show Speedometer Reading or Mileage.

Fo
ENG ,\00%s 327

EDITION OF 1 MAR 72 IS OBSOLETE.

J-14




OM 55-1-1

APPENDI X J
FI GURE J- 15 31 Jan 90
8. ABSENT FROM DUTY ON JOURNEY DYES D:{f‘- 9. GOVT. MEALS AND/OR QUARTERS FURNISHED W/0 CHARGE |
IF YES, COMPLETE THE FOLLOWING Oves Owo
[Jannuac Msicx [1Lwor GOVT. MEALS/OR QUARTERS FURNISHED AT A COST
COMMENCEMENT OF LEAVE TERMINATION OF LEAVE DYES D NO
DATE HR DATE HR FMEAI s NO. DATE(S)
JUARTERS: DATELS)
10, UNUSED PORTION—E FTICKET -
FROM T0 TRANSPORTATIUN REQUEST NO.

11, MISCELLANEOUS EXPENDITURES IN CHRONOLOGICAL ORDER BY ITEM. (Taxi, telephone calls, telegram, Gove: ‘ment vehicle
stor, bridge tolls, etc. EXPENSES MUST BE SUBSTANTIATED BY RECEIPTS WHEN APPLICABLE, IN ACC )RDANCE*

WITH STANDARDIZED GOVERNMENT TRAVEL REGULATIONS AS AMENDED, JTR).
DATE ITEM LOCATION EXPLANATION AMOUNT
A - s TTme T
i L (_‘i A N | 1
R S N o . ‘ =
A N SRS
. e E ;.; = L,
ATkt
12 REMARKS
SIGNATURE OF TRAVELER DATE

SIGNATURE OF SUPERVISOR (When applicable)

COPIES OF TRAVEL ORDERS AND TRANSPORTATION REQUESTS ISSUED IN CONNECTION WITH THIS TRAVEL AND UNUSED
) WHEN

PORTIONS OF TICKETS OR RECEIPTS FOR UNUSED TICKETS AND STD FORM 1148 ( Receipt for Cash - Subvoucher,
REQUIRED, SHOULD ACCOMPANY THIS FORM. THIS FORM WILL BE RETURNED TO TRAVELER IF ALL SPACES APPLICABLE

ARE NOT COMPLETELY FILLED IN.




OM 55-1-1
31 Jan 90

APPENDI X J
FI GURE J-16

CONTROL OF TRAVEL ORDERS AND /OR RECORD OF T/Rs ISSUED

T
P ReGUEST o O® DATE 1sUED NAME OF TRAVELER | REMARKS
PRI s W ¥ B e e T
i ;.'::75;‘( 2:‘ b’; .y
Mg T | I'T
ot el bk b bihes bd  Bnsed hand
NG P
.".';..‘.":‘: 4032 (‘R 35-3-2) PREVIOUS E0ITION MAY BE USED. QPO : 1983 0 - 412-293

J-16



APPENDIX J
FIGURE J-17 OM 55-1-1
- : 31 Jan 90 A——

CLAIM l;OR TEMPORARY QUARTERS SUBSISTENCE EXPENSES/FOREIGN TRANSFER

ALLOWANCE (SE)
(ER 55-1-2)

THIS FORM IS FOK USE IN SUMMARIZING AND CLAIMING DAILY ACTUAL SUBSISTENCE EXPENSES INCURRED DURING OCCUPANCY OF
TEMPORARY QUARTERS INCIDENT TO A TRANSFER.
SUBMIT WITH TRAVEL VOUCHER OR SUBVOUCHER (DO FORM 1351.2)

EMPLOYEE NAME. SSN: GRADE

NEW DUTY STATION: OATE REPORTED FOR DUTY (New Station) DATE TQSE BEGAN
DATE VACATED OLD RESIDENCE DATE OCCUPIED NEW RESIDENCE

EMPLOYEE EMPLOYEE

DEPENDENTS DEPENDENTS

NAME(S) OF DEPENDENT(S) INCLUDED IN CLAIM (Show only eligible members of family included i travel authorization)

INSTRUCTIONS

ALL EXPENSES WILL BE ITEMIZED AND ONLY ACTUAL EXPENSES CLAIMED. HOME MEAL COST WILL BE ACCUMULATED AND AVERAGED
FOR ALL MEALS PREPARED AT HOME.

IF EXPENSES CLAIMED ARE FOR TEMPORARY QUARTERS OCCUPIED AT DIFFERENT LOCATIONS BY THE EMPLOYEE AND DEPENDENT(S)
USE SEPARATE EXPENSE ITEMIZATION SHEET FOR EACH LOCATION. TEMPORARY QUARTERS OCCUPIED AT OTHER THAN THE OLD OR
NEW DUTY STATION LOCATION REQUIRES APPROVAL BY THE ORDER APPROVING OFFICIAL BASED ON A DETERMINATION THAT SUCH
OCCUPANCY IS JUSTIFIED.

IF ANY OTHER CLAIM HAS BEEN MADE FOR TEMPORARY QUARTERS EXPENSES IN CONNECTION WITH THIS POC MOVE, EXPLAIN.
ATTACH COPY OF PAID VOUCHER IF CLAIM HAS BEEN PAID.

IF SEPARATE CLAIM HAS BEEN MADE FOR PCS TRAVEL FROM OLD TO NEW DUTY STATION, EXPLAIN. ATTACH COPY OF PAID
VOUCHER IF CLAIM HAS BEEN PAID.

IF OFFICIAL TEMPORARY DUTY TRAVEL WAS PERFORMED DURING THE TEMPORARY QUARTERS SUBSISTENCE EXPENSE OR

FOREIGN TRANSFER ALLOWANCE (SE) REIMBURSEMENT CLAIM PERIOD, EXPLAIN. ATTACH COPY OF PAID VOUCHER IF
CLAIM HAS BEEN PAID.

OCCUPANCY OF PERMANENT QUARTERS OCCURS WHEN THE EMPLOYEE OR ANY MEMBER OF THE FAMILY STARTS OCCUPYING THE
PERMANENT QUARTERS.

RECEIPTS ARE REQUIRED FOR QUARTERS EXPENSES, LAUNDRY AND DRY CLEANING COSTS OTHER THAN WHEN COIN OPERATED
FACILITIES ARE USED OR ANY SINGLE EXPENSE EXCEEDING $25.00. IF APPLICABLE, ATTACH COPY OF LEASE.

REMARKS OR EXPLANATIONS

EMPLOYEE SIGNATURE DATE

ENG FORM 4743-R, Jun 87 - EDITION OF JuL s; IS OBSOLETE (Proponent: CELM-TT)
J-1



OM 55-1-1 APPENDI X J

31 Jan 90 FI GURE J-18
— P R -
“TQSE* DAILY ITEMIZATION OF EXPENSES CLAIMED “TQSE~
NUMBER OF
MEAL COST" LAUNDRY &
PERSQNS ON {include Tips) ORY CLEAN D.O. USE ONLY
TO?:II.LXMT —
BREAK-
DATE L%gg}%cf;\) COSsT (E)mfb DEPN F FAST | LUNCH | DINNER | COIN {| OTHER OF CLAIM COMPUTATIONS
= = PR § sy
ot DU PN IR 1
S R -
‘\.’\‘7"\ 1 7 v o
- ;‘41. - Il ,‘ | ‘—.
ot
Show “C” tor each Commercial Meal and "H* for each st 30 days = §___
home prepared meal 2nd 30 days =S __
prep ’ ADD'L 60 days = $

(Reverse of ENG FORM 4743-R)



OM 55-1-1
31 Jan 90

APPENDI X J
FI GURE J-19

i)
1 DATE PASSPORT DR ViSA 2 MAJOR SERVICE COMPONENT

THIS FI'RM MUST BE YPED

REQUIRED BY APPLICANT
26 Oct 87

_AUTHORIZATION TO OR
A "NO—FEE"” PASSPORT AND/OH REQUEST FOR VISA
(PRIVACY ACT APPLIE

. DA,

3 APPLICANT'S LAST NAME - FIRST NAME MtDDLE NAME 4 APPLICANT'S DATE OF BIRTH 6 APPLICANT'S PLACE OF BIRTH
Rabbitt, Peter 1 April 1938 MISSQURI, lUSA

8. SPONSOR'S LAST NAME - FIRST NAME - MIDDLE NAME _|l7. SPONSOR'S MILITARY RANK/ |8 SPONSOR'S SSN
(If same as Item 3. check block) CIVILIAN GRADE

GS-13 ‘ 123-45-6789
8. APPLICANT'S CURRENT HOME ADDRESS AND ZiP CODE _ 110 INTERIM ADDRESS WHERE APPLICANT MAY BE CONTACTED
(Include home and office telephone Nv. and area code/ ~ AFTER DEPARTING LOCATION INDICATED IN ITEM 9 (Include

telephone No. and name of person with whom residing;
123 Somewhere Street 1

Anyplace, USA N 1. _
U. S. Embassy

11. DESTINATION (Country or _]12. LIST SPECIAL ASSIGNMENT . |13 PASSPORT WILL BE FORWARDED TO" (Inciude complete mailing
Countries) REQUIRING PASSPORT ¢/See address and ZIP Code)
NOTE below) -
CELM-TT

WASH DC 20314-1000

lgium s

14. EST DATE OF DEPARTURE 15 PROPOSED LENGTH OF STAY [16 SIGNATURE OF AUTHORIZING OFFICIAL AND DATE

(From country in which applicant
is currently resuding)

18 TYPED NAME. GRADE. TITLE AND ORG OF AUTHORIZING

5 November 1987 2 weeks L
77 ADDITIONAL INFORMATION [Conforuaion sheet may be added) OFFICIAL (Include complete mailing address, Tel No. and area code)

Filled in by CEINM e

* NOTE: If assignment is to Attache’; MAAG; JUSMMAT: Security Assistance Liaison Office (SALO); OSP or other Specu:l Advisory Group, e.g.,
CENTO; or any particular assignment that will govern type and need for a passport, enter such information. If not, enter “Not Applicable.”

Oct 75, which are obsolute

FORM Repiaces editon of 1 Nov 70 and DD
1 MaR 77 Form 1058 Privacy Act Statement.



OM 55-1-1 APPENDI X J
31 Jan 90 FI GURE J- 20

NOTIFICATION OF FOREIGN VIiSIT DATE
For use of this form, see AR 381-18: the propenant egancy ls The Assigiant Chig? of Bt for Inteliipence.

DATA REQUIRED BY THE PRIVALY ACT

AUTHORITY: = Natlooa] Becurity Act of 1947, Executlve Drder 12086,
To provide US Army Intelligence and Sscurity Command, ACSL HQDA and other Fed
PRINCIPAL PURPOSE: with ?nfomutlon on contacts betwsen UE und foreign pertonnel for Svaluaaﬂonoof :Ot:n:i:] tgencies
intelligence exploitation.
Information used to support coantingency planning and wilitary oparations. .
ROUTINE USES: Information may be disclosed to UB or foreign lew enforcement, sscurity, investigatory, or
- sdministrative authorities in order to comply with requirements lmpw! Ly, or to claim rights
conferred in internstional agreements and ssrangements including those regulating the stationing
and status in foreign countries where DOD mﬂihua and civliisn personnel and other countries where
there is a routine reciprocal exchangs of information.
. Disclosure is voluntary however Fallure to provide requetted informstion could result in denial of
DISCLOSURE : suthnriration to travel to foreign couptry. .-.'3 to meet gé*ith foreion mmv\?\el " centa o
ACYoN GrFicER ]

FROM: (Inclide Zip Cods)

pems—
TO: (Include Zip Code)

PHONE NO.

2. GRADE 3. DATE OF BIRTH 4. U.S CITIZEN

1. LAST NAME - FIRST NAME - M(DDLE NAME
Dves O w~o

8. SOCIAL SECURITY NO. 8 PLACE OF BIRTH (City, Biate, Country)

19. DATE NATURALIZED

7. PERMANENT ADDRESS (Number , Street, City State 8 PLACE NATURALIZED

and Zip Code)

10. ASSIGNMENT (Command, Unit, Addrem end phone no) | 11. POSITION TITLE

12. ARMY BECURITY CLEARANCE

13, SCIENTIFIC AND TECHNICAL FIELDS IF INTEREST | 14 FOREIGN LANGUAGES (List¢ If Reod, Write, or Speak)

DETAILS OF VISIT (Use continuation sheet at necessary)
16. PURPOSE OF VISIT. (Include estimated date of deperture and-return and made of trovel, If cppropricte)

ITINERARY (Use continuation sheet a3 necessary)

18.

CONFERENCE, INSTITUTION MAME AND POSITION OF FOREIGN
PERSON TO BE CONTACTED

ATE
e CITY AND COUNTRY FIRAMS, PLANTS, AGENCIES

17. REMARKS {(Uge Reverse side 23 nececssry)

DA FORM 2374-R, 1 Sep 78 REPLACES EDITION ¢ JUL 88, WHICH 16 OBSOLETE.

J-20



APPENDI X J OM 55-1-1
FI GURE J-21 31 Jan 90
1 RECEIVING OFFICE CONTROL NUMBER 2 ORDEHR
INTRA- ARMY ORDER FOR a NUMBER b DATE
REIMBURSABLE SERVICES VW12345678910000 WESCE 88-XX |05 AUG 88
For use of this form, ses AR 37-108 and AR 3. - CHANGE ORDER
37-110: the proponent sgency is USAFAC. T NUMBER © OATE
3 FUNDED T AUTOMATIC 5 01 Sep 88

ADDRESS (Include ZIP Code). AND AUTOVON NUMBER

HQUSACE (CEXX-XX)
WASH DC 20314-1000

4 TO BE PERFORMED BY (Command, Instaliation or Activity},

5.

ORDERED BY (Command, Instailation or Activity), ADDRESS
(Include ZIP Code), AND AUTOVON NUMBER

AS APPLICABLE

8. DESCRIPTION OF SERVICES TO BE PERFORMED

FUNDS ARE PROVIDED FOR
SWEET CONFECTIONERS.

MS.

POC: MR. SUGAR

TELEPHONE #

LOLI POP FOR FY 88 TRAVEL RELATED TO

S AIPLE

date of this order.

ations or other accounts indicated above until

7a NAME AND TITLE OF ORDERING OFFICER b SIGNATURE CDATE
JOHN DOE, CHIEF AS
CANDY DIV APPROPRIATE
ORIGINATING FINANCE AND ACCOUNTING OFFICE APPROVAL
88. ACCOUNTING CLASSIFICATION b AMOUNT
96XXXXXXXX, etc. $8,000.00
¢. CHANGE )
INCREASE AMOUNT DECREASE AMOUNT REVISED AMOUNT
9 Services to be performed pursuant to this order are properly chargeable to the appropri-

the eapivation

{Day - Month - Year)

108, TYPED NAME AND TITLE OF APPROVING OFFICER
AS APPROPRIATE

b SIGNATURE

¢ DATE

ACCEPTING OFFICER

1. THE ABOVE TERMS AND CONDITIONS ARE SATISFACTORY AND ARE ACCEPTED

. TYPED NAME AND TITLE OF ACCEPTING OFFICER
AS APPROPRIATE

b SIGNATURE

2544

FORM
DA j0n77

EDITION OF 1 DEC 75 WILL BE USED UNTIL EXHAUSTED

J-21

¢ DATE ACCEPTED

w U S.GPO: 1983-4:5-654



OM 55-1-1 APPENDI X J

31 Jan 90 FI GURE J-22
TRAVEL VOUCHER BUREAU VOUCHER NUMBER D O VOUCHER NO
I PAYMENT FOR PAID BY
1. ADVANCE OF TRAVEL ALLOWANCES (TD}Y/T Ay 6 TRANSPORTATION OF DEPENDENTS
2. ADVANCE OF TRAVEL ALLOWANCES (PCS) 7. DISLOCATION ALLOWANCE
3. ACCRUED PER DIEM FOR TOY/TAD 8 TRAILER ALLOWANCE
4. SETYLEMENT OF TDY/TAD TRAVEL 9
5. SETTLEMENT OF PCS TRAVEL 10
. INDIVIDUAL PAYMENT
1. PAYEE (Last Name, First, Middle Initial) 2 RANK OR GRADE 3 SOCIAL SECURITY NUMBER
DOE_JQHRN GS-15 123-45-6789

4. ORGANIZATION AND STATION

HQDA(CEXX=X) WASH DC 20314-1000

5 TRAVEL ORDER
21 and 22 DD FORM 1610Q

6. ADVANCE OF TRAVEL ALLOWANCES ELECTED BY ABOVE-NAMED MEMBER AS FOLLOWS

14 - DAYS TDY
7. CHECK NUMBER 8. CHECK DATE 9 AMOUNT PAID 10 DATE PAID 11 RECEIVED IN CASH (Signature of payee)
1il. PAYMENTS CONSOLIDATED
1 PER SUBVOUCHER NO THROUGH ATTACHED | 2 PER TRAVEL ALLOWANCE PAYMENT LISTS ATTACHED
=
Iv. APPROVED FOR PAYMENT / When required by individual serofeerodutatiynsq
1 TYPED NAME AND TITLE 2 SIGN)J\‘JREr‘\l N
‘SRR
[
V. } REMARKS \
-

MAIL CHECK TO:
HQDA (CEXX-X) WASH DC 20314-1000

vi. ACCOUNTING CLASSIFICATION(S)
Furnished from item 19 DD FORM 1610 3
LEAVE
BLANK
COMPUTED BY AUDITED BY POSTED TO TVL RECORD BY DATE ENTERED AMOUNT PAID

DD FORM FORM APPROVED #iY COMPTROLLER GENERAL. U.S. 2 JUNE 1965
1uLes 1351



OM 55-1-1

APPENDI X J 31 Jan 90
Fl GURE J-23
TRAVEL VOUCHER OR SUBVOUCHER porn ot eSS TEAno) o nat ues pancil m FOR DO USE ONLY
READ PRIVACY ACT STATEMENT ON REVERSE PRIOR TO COMPLETING THIS FORM. NO
LAST NAME - FIRST NAME - MIDDLE INITIAL (Print/ Type) GRADE/RANK | SSN
DOE, JOHN, Q GM-13] 111-11-1111 "SUBVOUCHER NO
mss Tinciude ZIP Code) - DUTY PHONE NO. - : o
HOME ADDRESS 272-XXXX “PAID BY
WAmzAnON AND STATION
CEXX-XXX-X WASH DC 20314-1000
TRAVEL ORDERS /Paragraph, 5.0. No., Issuing Hq.. Date/(Include amending orders)
AS APPROPRIATE
L N ADVANCES UNDER THESE TAmount, DO Voucher No., Date received.
Place peid, or DO Sumn No. If none, 30 state)
NONE
1. - ” muv 7See item 25 for Symbo’s/ £} & MBER ~
DATE | ‘LocAL TIME PLACE . QovT POC
"’ 8’8 4 Hour. Clock) mms.ug”’gry‘::; c:‘.,'n}',;' ofé ;::’; * MLES
Cl 1% Plngs0 Residence ol U
AR IN720] FT. Belvoir -
DEP 107 40 Davison Term .
<. """ hoog]. Champaign, _, . COMPUTATIONS _
cTal/ DEF 11600 11 '-* .
ARR:‘ 1'17, ’F‘T."‘Bellv.oir b N - -
S 1O 745 Davison Term .
ARR 183 -Residence -0 -
SOLEDER| 1 Ot
ARR
Tee T—1 = 7T —
nic
pep W\
. ARR ik | B
5. REIMBURSABLE E‘PENSESICHARGE FOR DEDUCTIBLE MEALS * /See /tem
DATE NATURE AND EXPLANATION AMT. CLAIMED| ALLOWED
Larking atr Airport 16.00
SUMMARY OF PAYMENT
Per Diem
Actuai Expense

6. Long distance telephone calls are cerufied as necessary in the
interest of the Government.

« APPROVING OFFICER (31 USC 680a/

Mileage or Transp. Altowances

RAeimbursable Expenses

TR'S/MTA'S/MT'S (/f none. so state .

Total Entittement

10

NUMBER FROM Less Previous Payments
Less Voucher Deductions
NIONE Amt. Charged 10 Acctg. Ciass
11. PAYMENT DESIRED
&l cHeck O casm
8 LEAVE STATEMENT: doys hours tahen ane 12. K] PER DIEM REQUESTED
9.POC TRAVEL: %] OWNER/OPCRATOR (See /tem 224} [0 PASSENGER 13. BAS RATE i

PENALTY: The pensity for willfully making & false CIaim is: & MAVIMLALFINE OF C18.080. 08 A4V IMUM.IMPRISONMENT OF $ VEARS, OR BOTH {U.S. Code. Title 18, Section 287.)

) heredy claim any amount due me. The swatements on face, reverse. and 14 SIGNATURE OF CLAIMANT DATE
attached are true and complele Payment or credit has not been recenved
15. ACCOUNTING CLASSIFICATION
FILLED FROM BLOCK 19 ON DD 1610 -
SITE VISIT
16. COLLECTION DATA
17. COMPUTED BY 18. AUDITED BY 1B9v TVL RCRO POSTED | 20. RECEIVED (Payee signature and date or check no./ 21, AMOUNT PAID
=

FORM
1 JUN 78

0D 1351-2

EDITION OF 1 JUL 65 WILL BE USED UNTIL EXHA'JSTED.

J-23

Exception to SF 1012 and 10121
spproved by NARS, GSA April “278.




OM 55-1-1
31 Jan 90 APPENDI X J

FI GURE J- 24

TCom jate Dy typewriter, 10k, or ball
TRAVEL VOUCHER OR SUBVOUCHER | pouk per 1PRESS R0 o6 mot wse senci

10 FOR DO USE ONLY

READ PRIVACY ACT STATEMENT ON REVERSE PRIOR TO COMPLETING THIS FORM

TAST NAME - FIRST NAME - MIDDLE [NITVAL /PrinG Tyo#] | GRADE/RANK | SN
Self explanatory------- Am———— o e

[ CHECK MAILING ADDRESS finclede ZiP Code) ; T -1 DUTY PHONE NO.
Home Address 272-XXXX

DO VOUCHER NGO

SUBVOUCHER NO

[ORGAMZATION AND STATION
CEXX-XX WASH DC 20314-1000

" TRAVEL ORDERS (Parsgraph, S.0. No., Issuing Hq.. Datei(inciude smending orders)
' As Appropriate

VEL PAYMENTS OR ADVANCES UNDER THESE ORDERS (Amount, DO Voucher No., Date received,
Place paid, or DO Station No. If none, 30 stete)

PAID BY

. N b N
}T‘Ionef-.[_- - -
i TTINERARY /See fiern 25 for Symbols] — F2 3 &%EEL ry
OATE ”L‘OC”::”IE‘ZEM (Home, aﬂmn&:ﬁ,EAamtu. City ;5 g‘g’ Cng GOVT, OPEN POC
198_§_ ond State. City and Country. etc) | Q% | 3% LODGING |mess MILES
=6, 10700 _Res (Alex) PA °E
ARR1100Q FT. Lee o T0 0 132
4=61%"l1409 VA, lpals 0 L s -
L 2R1161Q Ress(Alex) gl 1| _ 132 " o POMPUTATIONS
DEP P . 1 B E I i I
ARR T e ; e N
DEP . : JEHEE . - . ] R e
_ARR B L N .
DEP s sEE o] '
ARR : l!L
T AN pasates:
ARR
DEP
ARR |
5 REIMBURSABLE EXPENSES/CHARGE FOR DEDUCTIBLE MEALS * (See /tem 24/
DATE NATURE AND EXPLANATON AMT CLAIMED| ALLOWED
SUMMARY OF PAYMENT
Per Diem
J Actual Expense

6. Long distance ielephone calls are certified as necessary in the APPROVING OFFICER (37 USC 680a/

interest of the Government 1

Miteage or Transp. Allowances

Reimbursable Expenses

7 TR'S/MTA'S/MT'S {/f none. so state)

Total Entitiement

NUMBER i FROM 10

Less Previous Payments

Less Voucher Deductions

Amt. Charged to Acctg Ciass

NO GOV

11 PAYMENT DESIRED
X cHeck

0O casn

TRANSP
0

8 LEAVE STATEMENT: 0. deys 0 rours taken sne 0

12 [ per Diem REQuESTED

9 POC TRAVEL: X OWNER/OPERATOR (See ftem 22d) [] PASSENGER

13. BAS RATE

PENALTY: The penalty for willtully making a false claim is: A MANIMUA FINE OF S16,000 OR MAXIMUA [MPRISONMENT OF § YEARS, OR BOTH (U.S. Code, Title 18, Section 287.;

1 hereby claim any amount due me. The statements on face, reverse, and
attached are true and compliete. Payment or credit has not been received

14 SIGNATURE OF CLAIMANT

DATE

15. ACCOUNTING CLASSIFICATION

To be filled in from
Block 19 on DD 1610

16. COLLECTION DATA

17. COMPUTED BY 18 AUDITED BY ésv ™. RCRD POSTED

20 RECEIVED (Payee signature and date or check no.! 21

AMOUNT PAID

—

FORM

0D, 1351-2

EDITION OF ! JUL 635 WILL BE USED UNTIL EXHAUS ED.

Exceptron to SF 1012 and 107128
approved by NARS, GSA April 1978




APPENDI X J OM 55-1-1

FI GURE J- 25 31 Jan 90
--{Complete by typewriter. ink_or ball
TRAVEL VOUCHER OR SUBVOUCHER | point pen (PRESS HARD) 96 mot use pencil 0 FOR DO USE ONLY

DO VOUCHER NO

READ PRIVACY ACT STATEMENT ON REVERSE PRIOR TO COMPLETING THIS FORM
LAST NAME - FIRST NAME - MIODLE INITIAL (Print Type/ | GRADE/RANK !rSSN

|
Self Explanatory------ J ——————— == —— = SUBVOUCHER NO

CHECK MAILING ADDRESS /include 2/ Code; i DUTY PHONE NO

Home Address PAID BY
ORGANIZATION AND STATION

Self Explanatory
TRAVEL ORDERS (Paragraph, 5.0 No. issuing Hq.. Date,(Include amending orders/

Block 22 of DD 1610

PRIOR TRAVEL PAYMENTS DR ADVANCES UNDER THESE ORDERS /Amount DO Voucher No . Date received,
Place paid. or DO Station No. If none. so statej

$300.00

ITINERARY (See item 25 for Symbolsi 2 | 3. NUMBER P4
T QOF MEALS

— ]
DATE | | OCAL TIME PLACE

!
tHome OHice. Base, Activiry. City
19 8 {24 Hour Clock) and Siate. City and Country, etc/
e

43 “o0er (0730 Residence
AR 10749 Limo . Terminal |~ AT
oer [0800Limo Terminal | C

POC
| QPEN MILES

MODE OF
TRAVEL
REASONM
FON STOP
o]
Rl

@}
>

4R 08559Dulles Airport . AT | 1 COMPUTATIUNS

0 [0935pulles Airport TP ; ,

AsR 11040Chicago, IL AT

ot |120f8Chicdgo, IL TR

ArR |1619Anchorage, AK [ TD

DEP (ComfileEed TDY at

R lg1s, 4-8

4-13 0 '0700Anchorage, AK

)

)

—
.r»fa

_4FR 120(QSeattle, WA | | AT

%

OEP 123(Q0Seattle, WA TP

[ARR12015Dulles Airpordt AT v A Al

5 REIMBURSASLE EXPENSES CHARGE FOR DEDUCTIBLE MEALS * /See jtem 24
DATE NATURE AND EXPLANATION ANT CLAIMED' ALLOWED
4-3 Taxi~Residence to Limo Term. $6.00
4-3 Limo-Terminal to Airport . $3.50 SUMMARY OF PAYMENT
4-3 ‘Taxi-Airport to Quarters $8.25 . Per Diem
413 Limo to Airport $8.25 Actual Expense
6 Long distunve telephane cails are certitied as necessan 'n the APPROVING OFFICER r37 USC 6802/ | Mieage or Transp Ailowances
interest of the Government Reimbursable Expenses "

7 TR'S/MTA S:MT'S (/f none. so stare) Total Entitiement |

NUMBER ! FROM I TO Less Previous Payments T

i Less Voucher Deducltions

FL)XXX,XX : IAD ;O-RD, A_ND, SEAL T AT} Amt Charged to Acctg Class

i 11 PAYMENT DESIRED

. ‘ 3 crecx O casn
8 LEAVE STATEMENT __4______ days hours taken between lb - l 1 - 8‘8 E - l 3 - 8 8 12 @ PER DIEM REQUESTED
9 POC TRAVEL 7] OWNER/OPERATOR /See frem 229, ] PASSENGER 13 BAS RATE
PENALTY: The penalty for willtully making a false claim is: + SEANINUN FINE OF ST0.000 OR MANIVL M BMPRISONVENT OF € YEARS, OR BOTH (.S Code, Title 18 Secton 287 1
. T
I hereby claim any amount due me The stalenments on aee, teverse, and "4 SIGNATURE OF CLAIMANT | DATE
attached are true and complete Payment or sredit has not been recen ed :
15 ACCOUNTING CLASSIFICATION
Fill in From Block 19 of
DD 1610
16 COLLECTION DATA
17. COMPUTED BY I 18 AUDITED BY Iég TV RCRO POSTED ! 20 RECEIVED ‘Pavee signature and date or creck no.; 21 AMQUNT FAID
i |, “ ’ >
FORM EDITION OF 1 JJL 65 WILL BE USED UATIL EXHAUSTED Exception to SF 1012 and 1023
1 JUN 78 1 51' . approved by NARS, GSA April 1978.




OM 55-1-1
31 Jan 90

APPENDI X J

FI GURE J-

26

{Continuation Sheet)

o TRAVEL VOUCHER OR SUBVOUCHER

PAGE NO.

LAST NAME - FIRST NAME - MIDOLE INITIAL (Print/Type)

e UBLIC JOHN O,

1. ITINERARY

LOCAL PLACE
DATE TIME (Home, Office, Base,

Activity, Cuy and State,
as| g | SR

MOODE
Of
TRA-
VEL

2. 3. NO. OF
MEALS

son| COST
FOR OF GOVT,
STOP LODG-
ING

P
3 |PEP Hp3s) Airport

OED*

OPEN
MESS

8. FOR DO USE ONLY

POC

MILES

ARRD 1 Limo Term

DEPP150] Timo Term

CAl

CAl-

ARRP 255] Residence

DEP

4 MC

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

OEeP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

OEP !

ARR

CEP

&

ARR

DEP

ARR

-

5 REIMBURSABLE EXPENSES/CHARGE FOR DEDUCTIBLE MEALS® (See item 24, DD Form 1351 -2,

DATE NATURE AND EXPLANATION

AMOUNT CLAIMED ALLOWED

13 APR imo = Airport

ballie ]

Texrminal

$3.50

axi - Terminal to Residence

6.50

egistration Fee (2 meals Incl)

20.00

TR'S/MTA'S/MT'S (If none so siate)

NUMBER

FROM

TO

7. REMARKS

DD Form 1351-2C, JUN 78 EDITION OF 1 JUL 65 WILL BE USED UNT!L EXHAUSTED.

J-26

Exception to SF 1012 and 1012a
approved by NARS, GSA April 1978.




APPENDI X J OM 55-1-1

FI GURE J- 27 30 Nov 89
1C lete & , 1Nk, "
TRAVEL VOUCHER OR SUBVOUCHER ] gt aor eSS Ty o ot s mencill 10 FOR DO USE ONLY
READ PRIVACY ACT STATEMENT ON REVERSE PRIOR TO COMPLETING THIS FORM. VOUCHER NO
LAST NAME - FIRST NAME - MIDOLE INITIAL (Print/Type) | GRADE/RANK | SSN
SUBVOUCHER NO
DOE, JANE GS=1 12'3-4'5-6289
HECK MAILING ADDRESS (incfude ZIP Code/ DUTY PHONE Ni
PAID BY
_HOME _ADDRESS 272 -XXXX AID 8
ORGANIZATION AND STATION
_._%Q‘_)DA_(_C.EX.X_—_X.X%_MB DC _20314-1000
TRAVEL ORNERS [Paragraoh, S.0. No., issuing Hq., Date)(include amending orders]
'FhTO%g‘RA'VEL‘S‘Aml ElNT)__S OR ADVANCES UNDER THESE ORDERS (Amount. DO Voucher K., Date recesvad.
Place paid, or DO Stetion No. If nane, so state/
| §212.,.00 .
1. INE- ARY (See /tem 25 for Symbois/ Y 2 3. KUt BER 4
r :a—l cost OF MEALS
PLACE H
DATE (2L402AL 12;‘5,( (Home, Qffice. Base, Activity, City gs g’;‘ OF GOVT, POC
849 our LIOCKI ana State. City and Country. etc) | Q8  w§ OPEN MILES
19 __° L] &% | LODGING Deo: MESS
5/3°P 11218 Office. PA |
ARR1723Q Wash Nat'l Sl A 3
DEP 11313 Airport P shle
ARA 11513 Buffalo, NY | . ::TDY39.24 COMPUTATIONS
5/409162Q Buffalo, NY |[TP| = R
ARR 11652 Chicago, IL | |TDY41.08
5/6°°1174Q Chicago, IL TP |
ARR 119595 Pittsburgh ol AT - -
°f 2049 Pennsylvania |[CP|
ARR 12113 Akron/Canton| . | LY
5/80°° 1083 Ohio CP
ARR1102! Wash Nat'1 : ' 1
o 1 !
oer 11104 Airport CA . |
AR 1130 Residence i ‘ L~ :
5. REIMBURSABLE EXPENSES/CHARGE FOR DEDUCTIBLE MEALS * rSee /tem 24/
DATE I MANATURE AND EXPLANATICN CAMT CLAIMED! ALLOWED
- ; +
5/2 Taxi - AP to Hotel HWUF . _ | $10.25
5/4 B_LLS - HQ;E] to Qiﬁigg BLF i !7 SUMMARY OF PAYMENT
T
5/4 Taxi - Office to AP, RUF 12.35 Per Diem :
i | Actual Expense i
6 Long distance telephone calls are certitied as necessary i the APPROVING OFFICER /37 USC 680a | Mmileage or Trans wances
interest of the Government { M ok i
! . i
7. TR'S/MTA'S/MT'S (/f none. so state) (o) [\ a g L R T
NUMBER T FROM T oSN} B\ m 1
T \U) Ju Less Voucher Deductions
| u r uct
| Amt Charged to Accig Class
] 11. PAYMENT DESIRED
t
i CHECK O casn
8 LEAVE STATEMENT 0 days 0 Rours taken between O and 0 12 PER DIEM REQUESTED
9. POC TRAVEL D OWNER/OPERATOR (See /tern 220) D PASSENGER 13 BAS RATE
PENALTY: The penalty for willfully making a false claim i3: 1 A1ANIMUN FINE OF S10.000 OR MAXMEM IMPRISONMENT OF $ YEARS. OR BOTH (U.S. Code. Title 18, Section 287.)

T
i hereby claim any amount due me. The stalements on face. reverse. and : 14. SIGNATURE OF CLAIMANT DATE
attached are true and coniplete. Payment or eredit has not been recencd ‘

15. ACCOUNTING CLASSIFICATION
Fill in Fund Citation and Complete Billing Address

SITE VISIT

16. COLLECTION DATA

17. COMPUTED 8Y 18 AUDITED BY ég TVL RCRD POSTED | 20. RECEIVED Payee signature and date or check no.) 21 AMOUNT PAID
=
D FORM EDITION OF 1 JUL 65 WILL BE USED UNTIL EXHAUSTED Exception to SF 1012 and 10123
1 JUN 78 - approved by NARS, GSA April 1978«



OM 55-1-1 APPENDI X J
31 Jan 90 FI GURE J-28

N RCFCI R

e - - ——

TRAVEL VOUCHER 2R SUBVOUCHER PAGE NO.
(Continuation Sheet) 5

LAST NAME - FIRST NAME - MIDDLE INITIAL (Print/Type)

1. ITINERARY 2 3. NO. OF | 4. 8. FOR DO USE ONLY

MEALS
LOCAL PLACE MODE| REA-
DATE TIME (Homa, Office. Base, of | son| COST GOV

Activity, City and Stase, TRA- | FOR OF OPEN POC
s 88 24 Hour Cuty and Country, etc.) VEL | STOP] LODG- mess|  MILES

e ING
DEP DED*

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

% —=rehs

DEP 4 ot

B

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

5. REIMBURSABLE EXPENSES/CHARGE FOR DEDUCTIBLE MEALS® (See Item 24, DD Form 1351 -2)

DATE NATURE AND EXPLANATION AMOUNT CLAIMED ALLOWED

5-4 Limo-AP to Hotel Chicaga §72.50

5-6 Limo-Hotel to AP, Chicagan 7.50

5-8 Taxi-AP to Regidence 2000

Check Bagegage 15

6. TR'S/IMTA'S/MT'S (If none so state)

NUMBER FROM T0

7. REMARKS

DD Form 1351-2C, JUN 78 EDITION OF 1 JUL 65 WILL BE USED UNTIL EXHAUSTED. Exception to SF 1012 and 1012a
approved by NARS, GSA April 1878.



APPENDI X J OM 55-1-1
FI GURE J- 29 31 Jan 90
TRAVEL VOUCHER OR SUBVOUCHER poine et 1oESS TEARD, a6 not wve sencit) |12 FOR DO USE oMY
READ PRIVACY ACT STATEMENT ON REVERSE PRIOR TO COMPLETING THIS FORM. | DO VOUCHER NO.
[TAST NAME - FIRST NAME - MIDDLE INITIAL /Print/ Type] | GRADE/RANK | SSN
SELF -EXPLANATORY -----=<p--=-s-fio—ooo=== STBVOUCRER G
EHECK MAIING ADORESS (indlude 20 Codal “— GOV ERONE NG
1 HOME ADDRESS SELF PAID BY
EXPLA
[GRGANIZATION AND STATION RAML—T
3 gELF EXPLANATORY
; ORDERS (Peragraph, S.0. No., ! g Hg., Dete}{Include smending orders)
BLOCK 22 OF DD 1610
L PAYMEN R ADVA UNDER [e] fAmount, DO Voucher No., Dete received,
Place paid, or DO Station No. If none, so state)
S€ oiivHK2
$250500 :
1 . INNERARY (See item 25 for Symbohs] _ i 2 ) Im [}
S - ~ 1= S |
e laDGoL TE, | ome. or(m_.na':f.,emm&. Gi §§ 3% °3f'. 6ov/ | oen| - POC
" | Hout CXockd) ang Stare: Ciry and Country ot | §8 | 8 || onaing wess| MES
J24]%¥P l15]15Residence PA | oeo*
ARR{1540Limo Term
o€r |155QLimo Term .
%o |ARRIT640Dulles cowsyrAmONs -~ —
Uy . t DEP 1755 EAI'.APM.A [N )
/25 PR1104 5Munich, - .
T leeri)y11sl GE - - - -
_ . |ARRI1215Augsburg, $37- 56"'" _— R
4 /26] %P 10945 GE : .
ARR 11 100Wuerzburg, a3
- 1oerN1715] GE [IR1LN ‘i
AR 1915Frankfurt, $50. 30 W
) / 27/ OEP 10925 _GE '
[+ {1020Bremen, GA AT %
5 ~ REIMBURSABLE EXPENSES/CHARGE.FOR DEDUCTIBLE MEALS * (See /tem 24)
. DATE - . NATURE AND EXPLANATION AMY CLAIMED| ALLOWED
b /24 Limo to AP 15.00
/26 ITrain-Augsburg to Frankfurt 73.00 SUMMARY OF PAYMENT
127 Train-Bremerhaven, Cologne, Per Diem
Frankfurt : 118.00 Actual Expense
& Long distance iclephone calls are cernified as aecessary inihe - ARPROVING OFF'CER [31 USC 680/ | mileage or Transp. Aliowances .
interest of the Government. A l Reimbursable Expenses
1. : . TR'S/MTA'S/MT S (# none. so state] . Total Entittement
NUMBER FROM 10 Less Previpus Payments
X , Less Youcher Deductions
7022012909 WASH DC MUNICH, FRANKFURT [Amt Charged to Acctg. Class
RET TO WASH DC 1. PAYMENT DESIRED
& cuecx 0 casu
8. LEAVE STATEMENT: . doys 0 Naure taken 0 ond 0 12. O Per oiem REQUESTED
9. POC TRAVEL: OWNER/OPERATOR (See item 22d) [ PASSENGER 13. BAS RATE )
PENALTY: The pensity for williully making s false claim is: & MALIMUA! FINE OF $10.008 OR MAXIMUM IMPRISONMENT OF S YEARS, OR BOTH (U.S. Code, Titie 18, Section 287.)
1 hereby claim any amount due me. The statements on face, reverse, and 14. SIGNATURE OF CLAIMANT DATE
attached are true and complete. Payment or credit has not been received.
15. ACCOUNTING CLASSIFICATION
96XXXXXXXXX CE, RF
16, COLLECTION DATA
17. COMPUTED 8Y 18. AUDITED BY ég TVL RCRD POSTED | 20. RECEIVED /Payee signature and date or check no.} 21. AMOUNT PAID
= .

FORM
1 JUN 78

DD 13512 .

EDITION OF 1 JUL 65 WILL BE USED UNTIL EXHAUSTED.

Exception to SF 1012 and 1012s
approved by NARS, GSA April 1978.




OM 55-1 APPENDI X J
31 Jan 90 FI GURE J-30

i TRAVEL VOUCHER OR SUBVOUCHER PAGE NO.
{Continuation Sksct)

(]

LAST NAME - FIRST NAME - MIDDLE INITIAL (PrintType)
SELF EXPLANATORY

1. ITINERARY 2. 3. NO. OF | 4. 8. FOR DQ USE ONLY
o | B | e S| T o]
Rl X: it A(.E‘Ll!;?;-dcgu:;‘iy.sc:tf' VeL | sror LOODF(;- orEN ,5”?55
ING
) /2J0EP 1 025 Bremer., GE LA L oeo:
ARRN 200] Wuerzburg i
DEPNAS0]  GF CR :
ARRD20Q] Cologne, AT
L/2PEP N 200l  GF, CRL.o
AﬁR]A?; Frankfurt, L
K PEP 430l GE TRL.
ARRNN930] National A
DEP|195Q] AP CR
ARRB 020l WASH DC Al
CEPDPN3N] Metro Sta PAL ..
ARRD201N0| Residence -
DEP
ARR
DEP
ARR
DEP
ARR -
DEP s i
ARR
DEP _ ¥olll
ARR G1 Ly
DEP ' R ‘ 18 T
ARR Wl
DEP -
ARR
DEP
ARR
DEP
ARR
5. REIMBURSABLE EXPENSES/CHARGE FOR DEDUCTIBLE MEALS® (See ltem 24, DD Form 1351 -2)
DATE NATURE AND EXPLANATION AMOUNT CLAIMED ALLOWED
4/28 Taxi-Train Sta to Hotel, Frank. 9.25
4/30Q Taxi-Hotel to AP 27.00
4/3Q Metro-Airport to Metro Sta 1.10
3 TR'S/MTA'S/MT'S (If noneé so state)
NUMBER FROM T0
7. REMARKS
DD Form 1351-2C, JUN 78 EDITION OF 1 JUL 65 WILL BE USED UNTIL EXHAUSTED. Exception to SF 1012 and 1012a

approved by NARS, GSA April 1978.



APPENDI X J
FI GURE J-31

OM 55-1-1
31 Jan 90

;Cam IeTe by typewriter, ink, or bali
TRAVEL VOUCHER OR SUBVOUCHER pom{penp(PRESg ﬁyl‘:\PDl do not use pencil]

10 FOR DO USE ONLY

READ PRIVACY ACT STATEMENT ON REVERSE PRIOR TO COMPLETING THIS FORM
LAST NAME - FIRST NAME - MIDDLE INITIAL (Print/Type) [ GRADE/RANK | SSN

DO VOUCHER NO

DUTY PHONE NO

Self ExPlangtorv 1
CHECK MAILING ADDRESS finciude ZiP Code;

SUBVOUCHER NO

H Address Self Explanatory

ORGANIZATION AND STATION

HQUSACE (CEXX-XXX-X) WASH DC 20314-1000

TRAVEL ORDERS (Paragraph, S.0. No . Issuing Hq., Datellinclude amending orders)

PCS 88-XXX, 1 Feb 88 :
PRIOR TRAVEL PAYMENTS OR ADVANCES UNDER THESE ORDERS rAmount. DO Voucher No., Date reeeived,
Place paid, or DO Station No. /f none, so state) Lo

PAID BY

| _93,780.00
1. ITINER~RY (See item 25 for Symboals; 5 T 2 3 Ohi'uhk:EBAEFS 4
OATE | LOCAL TIME | ..,y omee bocs ciuny oy | 25 | 32 | or |oovi/l oo | PoC
19 §_8_ ) and State, City and Country. etc} gE g§ LODGING MESS MILES
[5-1]0°€°0900, Omaha, NEB PA o
5-104RR 2000 1160
DEP Alexandria. VA MC .
A : v ; COMPUTATIONS
DEP —_
ARR
DEP |
ARR
oer ! Single Occupancy|Rates
ARR | wete $15,22, 37.75,[14,80,
oer| $16,50, 37.90 ‘
ARR 1 | !
DEP 11 /
ARR i | _ !
5 REIMBURSABLE EXPENSES/CHARGE FOR DEDUCTIBLE MEALS * /See /tem 24,
DATE RATURE AND EXPLANATION EAMT CLAIMEDT ALLOVED
Tolls | 12
Shipment of Household goods | 15,011‘1 SUMMARY OF PAYMENT
Temporary Storage 3,R90 Per Diem
i Temporary Qtrs Subsitence 4,764 Actual Expense

6. Lony distance telephone culls are certified as neccssan in the APPROVING OFFICER (37 USC 680/

Mileage or Transp Allowances

interest ol the Government l ReuMsab!e Expenses
7 TR'S/MTA'S/MT S (/f none, so state) hyo1d Agigiement
T
NUMBER \ FROM ! o _ A\ g\ %ss Xrious Payments
‘ er Deductions
@ Y\\\ \ Amt. Charged to Acctg Class
! \}\) < | 11 PAYMENT DESIRED
| ’ 0§ check O casw
8. LEAVE STATEMENT deys hours taken betwaen and 12 (] PER DIEM REQUESTED
9 POC TRAVEL: () OWNER/OPERATOR (See ftem 224! [ PASSENGER 13 BAS RATE

PENALTY: The penaity for willfully making s faise claim is: A RINNIMUN FINE OF S10.000 OR MANIMLAL IMPRISONMENT

OF SYEARS, OR WOTH (U.S. Code, Titie 18, Section 287/

19. TVL RCRD POSTED
BY

HE
L I hereby claim any amount due me The statements on fuce. reverse, and 1 4 SIGNATURE OF CLAIMANT DATE
altached are true and complete Payment or credit hus not heen receved 1
i
1§ ACCOUNTING CLASSIFICATION
16. COLLECTION DATA
17. COMPUTED BY 18 AUDITED BY 20 RECEIVED rPayee signuture and date or check no.j 21 AMOUNT PAID

FORM
1 JUN 78

DD 1351-2

J-31

EDITION OF 1 JUL 65 WILL BE USED UNTIL EXHAUSTED.

éuception to SF 1012 and 10128
approved by NARS, GSA April 1978.



OM 55-1-1

31 Jan 90 APPENDI X J

FI GURE J- 32

REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ! 2”‘?;
{Reference: Joint Travel Regulations ) Se T}u
Travel Authorized as Indicated in Ltems 2 through 21. Explanatorv
REQUEST FOR OFFICIAL TRAVEL
2. NAME (Last, First, Middle Initial} Include SSN: 3 POSITIONTITLE AND GRADE OR RATING
elf Explanatory Self Explanatory
4. OFFICIAL STATION S ORGANIZATIONAL ELEMENT % vfcfwe NO
e

elf Explapatory Self Explanatory Explanatory

7. TYPE OF ORDERS E.G 8 SECURITY CLEARANCE 9 PURPOSE OF TDY
. ’

Self
Explanatory

TDY, Amendment,
ancellation

Self Explanatory

102. APPROX. NO. OF DAYS OF b. PROCEED O/A (Date}
TOY (Including travel time)

Use for Official Official Time

Duty Time Only

11. ITINERARY (0 VvARIATION AUTHORIZED

Show departure from permanent duty station and/or residence (place from
hich employees commutes daily to work) to TDY points only and return
0 permanent duty station and/or residence.

12, MODE OF TRANSPORTATION
COMMERCIAL GOVERNMENT PRIVATELY OWNED CONVEYANCE (Check one)
RAIL AIR BUS SHIP AR VEHICLE SHIP RATE PER MILE
] MORE ADVANTAGEOWS T VERNMENT
N (Am N PER DIEM LIMITED TO COM-
AS DETERMINED BY APPROPRIATE TRANSPORTATION qcri g M ARRIER TRANSPORTATION &
D oreicER (Overseas Travel oniy) N A Q%t P K : Te INED IN JTR TRAVEL TIME
1 \ rﬂ—*
13. [J PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR ./
D OTHER RATE OF PER DIEM (Specify)
ESTIMATED COST 15 ADVANCE
'4 Self Explanataory AN eD
PER DIEM TRAVEL OTHER TOTAL
s s s s s Blank

16. REMARKS (Use this space for special requirements, leave, superior or Isi-class accommodaiions, excess baggage, registration fees, elc.)

Includce anv sp:cial autiorization pertaining to the order, E.G., if
excess baggage 1s authorized, include statement " pieces"
or " pounds™ of excess baggage authorized. 1If delayv en
route for personal reasons is authorized, an appropriate statement

will be included indicating the number of days annual leave authorized.

17. REQUESTING OFFIC(AL (Title and signature) 18 APPROVING OFFICIAL (Title and signature)

TABLES 1-1 and 1-2 ~m -~ e m e oo o

AUTHORIZATION Funds Available

19. Accounrmccuunor«USe Appropriate Funds and complete Billing Address

John Doe, F&A QOfficer

20. ORDER AUTHORIZING OFFICIAL (Title and signature} OR AUTHENTICATION 2t ODATEISSUED

FOR THE COMMANDER: Self Explapatory

22 TRAVEL ORDER NUMBER
Appendix C and D

DD .. 1610



APPENDI X J OM 55-1-1

FI GURE J—SS 31 Jan 90
REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ! g:;ig;
(Reference: Joint Travel Regulations )
Travel Authorized as Indicated in Items 2 through 21.
REQUEST FOR OFFICIAL TRAVEL
2. NAME (Last, First, Middle Initial) 3 POSITION TITLE AND GRADE OR RATING
Doe, Joe SSN: 111-11-1111 Information Systems Officer CS-13
4. OFFICIAL STATION HQDA USACE 5. ORGANIZATIONAL ELEMENT 6 PHONE NO
WASH DC 20314-1000 CEXX~XX 2722-0679
7. TYPE OF ORDERS 8 SECURITY CLEARANCE 9. PURPOSE OF TDY
DY *Cpe dtem 16 Inspect records and files
104. APPROX. NO. OF DAYS OF b. PROCEED O/A (Date)
ToY (Including travel time) . . .
Site Visit
9 3 May 88
1. ITINERARY ] vaAmiATION AUTHORIZED
FROM: Residence (Lanham, MD)
TO: Philadelphia, PA )
RET: Residenece (Lanham, MD) gmm
12. MODE OF TRANSP;MI;J
COMMERCIAL GOVERNMENT PRIVATELY OWNED CONVEYANCE (Check one)
RAIL AR BUS SHIP AIR VEHICLE SHIP RATE PERMILE 9 1
*_ MORE ADVANTAGEOUS TO GOVERNMENT

MILEAGE REIMBURSEMENT AND PER DIEM LIMITED TO CON-
D AS DETERMINED BY APPROPRIATE TRANSPORTATION D STRUCTIVE COST OF COMMON CARRIER TRANSPORTATION &

OFFICER (Overseas Travel only) RELATED PER DIEM AS DETERMINED IN JTR TRAVEL TIME
LIMITED AS INDICATED IN JTR

13, E PER CIEM AUTHORIZED IN ACCCRDANCE WITH JTR

[] OTHER RATE OF PER DIEM  (Specifvi

14. ESTIMATED COST 15 ADVANCE
AUTHORIZED

PER DIEM TRAVEL OTHER TOTAL

§160.00 s 75.18 s 12.00 s 247.68 s 0

18. REMARKS (Use this space for special requirements, leave, superior or [sr-class accommodations, excess baggage, regisiration fees, etc.)

*Access to classified data rnot voquivrel. Mr, John Q. Puhlic and
Mr. Data Lear will ride as passengers with Mr. John Doe.

17. REQUESTING OFFICIAL (Title and signature) 18. APPROVING OFFICIAL (Title and signature)

Self Explanatory----~==--—--—-~—-==-—- L _______________________________

AUTHORIZATION

19. ACCOUNTING CITATION

Insert Fund Citation and complete Billing Address

John Doe, F&A Officer

20. ORDER AUTHORIZING OFFICIAL (Titfe and signature} OR AUTHENTICATION 21 DAYEISSUED
Self Explanatory

22 TRAVEL ORDER NUMSER
Appendix C and D

DD .5 1610



OM 55-1-1 APPENDI X J

31 Jan 90 FI GURE J- 34
REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ! 22552;
(Reference: Joint Travel Regulations)
Travel Authorized as Indicated {n Items 2 through 21. 2 Ma v 88
REQUEST FOR OFFICIAL TRAVEL
2. NAME (Last, First, Middle Initial) 3. POSITION TITLE AND GRADE OR RATING
Doe, John SSN 233-63-1598 Chief, Safetyv Offjcer, GS-15
4. OFFICIAL STATION 5. ORGANIZATIONAL ELEMENT ~ |6. PHONE NO.
HQUSACE (CEX-XX)
WASH DC 20314-1000 CEXX-XXX 272-XXXX
7. TYPE OF CROERS A SECURITY CLEARANCEC 9. . PPOSE OF TDY
Safety survey of Detroit District
TDY TS ) and Attendance at the National
10a.APPROX NO. OF DAYS OF b. PROCEED O/A (Date) Safety Congress
TDY(Including trguel time)
Site Visit and Conference
10 16 May 88 Attendance
11. ITINERARY Dwmu'non AUTHORIZED

FROM Residence (Columbia, MD)

TO Detroit, MI and Chicago, IL B
RET _ _Residence (Columbia, MDY __ _ . g &

Nt
12. MODE OF TRANSPORTATION
COMMERCIAL GOVERNMENT PRIVATELY OWNED CONVEYANCE (Check one)
RAIL AR BuUS SHIP AR VEHICLE SHIP RATE PER MILE.
X [CJmORE ADVANTAGEOUS TO GOVERNMENT

MILEAGE RE!MBURSEMENT AND PER DIEM LIMITED TO CON-
DAS DETERMINED BY APPROPRIATE TRANSPORTATION [ STRUCTIVE COST OF COMMON CARRIER TRANSPORTATION &

OFFICER ’Querscus T-:velanly) RELATED PER DIEM AS DETE-2INED N JTR. TRAVEL TIME
LIMITED AS INDICATED IN JTR

13. [[J PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR

[} oTHER RATE OF PER DIEM (Specify) .

14. ESTIMATED COST 15. ADVANCE
AUTHORIZED

PER DIEM TRAVEL QOTHER TOTAL

$ 603.00 $320.00 t_50.10 $ 927.05 ! Blamk
16. REMARKS (Use this space for speciai requirerients, leave, saperior or Ist-class accommodations, excess baggage, registration fees, etc.)
Registration fee in the apouni $3f.{f Is authorized. Conference travel

approved.

17. REQUESYING OFFICIAL (Title and signature) 18. APPROVING OFFICIAL (Title and signature)
TABLES 1-1 and 1-2 ———emmmefom e oo o
P—————

AUTHORIZATION

19. ACCOUNTING CITATION Funds Available

Insert Fund Citation and Complete Billing Address

John, Doe F&A Officer

20. ORDER AUTHORIZING OFFICIAL (Title and signature) OR AUTHENTICATION 21. DATE ISSUED
Self Explanatory
AS APPROPRIATE 22. TRAVEL ORDER NUMBER
Appendix C and D

DD .[0%% 1610



APPENDI X J OV 55-1-1
FIGURE J-35 31 Jan 90

REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ' oL,

(Reference: Joint Travel Regulations)

Travel Authorized as Indicated in Items 2 through 21. 22 Se P 88
REQUEST FOR OFFICIAL TRAVEL j
2. NAME (Last, First, Middie Initial) 3. POSITION TITLE AND GRADE OR RATING
PAC, Data SSN 001-11-0000 Civil Engineer GM-13
TOFFICIAL STATION 5. ORGANIZATIONAL ELEMENT 8. PHONE NO.
HQDA (CEX-XX-X)
WASH DC 20314-1000 CECW-XX 695-XXXX
7. TYPE OF ORDERS 8. SECURITY CLEARANCE 9. CURPOSE OF TDY
Attend Annual Dredging Conference
*
1Toffwnox~o OF DAYS OF b pniizesotier(nnatlef & visit FOA Dredging Field Office
‘YOY(Including travel time) ’ Conference Attendance & Site Visit
5 12 Oct 88
11. ITINERARY ?VAIIATION autHorizep WI LMVYD .
FROM Residence (Herdon, VA) _

TO New Orleans, Lafayette, LA ‘
RET Residence (Herdon, VA) %\m ‘

12. MODE OF TRANSPORTATION™"
COMMERCIAL GOVERNMENT PAIVATELY OWNED CONVEYANCE (Check one)
AlL AIR BUS SHIP AIR VEHICLE SHIP RATE PER MILE:
X X X DMOHE ADVANTAGEOUS TO GOVERNMENT

MILEAGE REIMBURSEMENT AND PER DIEM LIMITED TO CON-
AS DETERMINED 8Y APPROPRIATE TRANSPORTATION D STRUCTIVE COST OF COMMON CARRIER TRANSPORTATION &
OFFICER (Overseas Travel only) RELATED PER DIEM AS DETERMINED IN JTR. TRAVEL TIME
LIMITED AS INDICATED IN JTR.

13. BPER DIEM AUTHORIZED IN ACCORDANCE WITH JTR.
Qﬁmzn RATE OF PER DIEM (Specify)
14. ESTIMATED COST 1S8. ADVANCE
PER DIEM TRAVEL OTHER TOTAL AUTHORIZED
$ 335.00 s 272.00 s 125.00 ¢ 722.00 s Blank
16. REMARKS (Use this space for special requirements, leave, superior or 1st-class modations baggage, registration fees, etc.)

Registration fee in amount of $75.00 authorized.
* Access to classified material not required. Conference travel
approved by HQUSACE 19 Sep 88

17. REQUESTING OFFICIAL (Tile and signature) 18. APPROVING OFFICIAL (Titie and signature)

TABLES 1-1 and 12 e e mmem e mmemm e r e e c e — - ————

AUTHORIZATION © . dc Auailahle
19. ACCOUNTING CITATION
Insert Fund Citation and complete Billing Address

John Doe, F&A Officer
20. ORDER AUTHORIZING OFFICIAL (Title and signature) OR AUTHENTICATION 21. DATE ISSUED

Self Exglanatg:v
22. TRAVEL ORDER NUMBER

Appendix C and D

DD .=, 1610 |



OM 55-1-1

31 Jan 90 APPENDI X J
FI GURE J- 36

{Reference: Joint Travel Regu

REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL

lations)

Travel Authorized as Indicated in Items 2 through 21.

1. DATE OF
REQUEST

6 April 88

REQUEST FOR OFFICIAL TRAVEL

2. NAME (Last, First, Middle Initial)

3. POSITION TITLE AND GRADE OR RATING

TDY(Including travel time)

WRECK., UR2NVUS SSN 111-11-1111 Repair Specialist GM-1l4

4. OFFICIAL STATION 5. ORGANIZATIONAL ELEMENT 6. PHONE NO.
HQUSACE

WASH DC 20314-1000 CEXX-XXX 272~ XXXX
7. TYPE OF ORDERS 8. SECURITY CLEARANCE 9. PURPOSE OF TDY

TDY NA Assist in Assembling Classic
10a.APPROX NO. OF DAYS OF b. PROCEED O/A (Date)

10 11 Apr 88
11. ITINERARY D\umrnon AUTHORIZED
FROM Residence (Woodbridge, VA)
TO Ft. Walton Beach, FL.

RET Residence (Woodbridge, VA)

12, MODE OF TRANSPORTAT!ONa 1

VT

APLE

COMMERCIAL GOVERNMENT

PRIVATELY OWNED CONVEYANCE (Check one)

RAIL AlIR BUS SHiP AIR VEHICLE SHIP

RATE PER MILE: . 21

D MORE ADVANTAGEOUS TO GOVERNMENT

AS DETERMINED BY APPROPRIATE THRANSPORTATION
OFFICER /Quversezs Travel only)

RELATED PER DIEM AS DETERMINED IN
LIMITED AS INDICATED N JTR.

MILEAGE REIMBURSEMENT AND PER DIEM LIMITED TO CON-
STRUCTIVE COST OF COMMON CARRIER TRANSPORTATION &

JTR. TRAVEL TIME

13. {1 PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR.
[} oTHER RATE OF PER DIEM (Specify)
14. ESTIMATED COST 15. ADVANCE
PER DIEM TRAVEL OTHER TOTAL AUTHORIZ
$  750.00 $ 357.00 3 0 § 1107.00 s Blank

16. REMARKS (Use this space for special reguirements, leave, superior or 1st-class accommodations, excess baggage, regisiration fees, etc.)

17. REQUESTING OFFICIAL (Title and signature)

18. APPRQOVING OFFICIAL (Title and signature)

TABLES 1-! and l=~2-—— = rm e m e m e m e e m e e — - —
AUTHORIZATION
12. ACCOUNTING CITATION
Insert Fund Citation and complete Address

AS APPROPRIATE

20. ORDER AUTHORIZING OFFICIAL (Title and signature) OR AUTHENTICATION 21. DATE ISSUED

AS APPROPRIATE

22. TRAVEL ORISER NUMBER

DD .X%% 1610




OM 55-1-1

APPENDI X J 31 Jan 90
FI GURE J- 37
REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ' SEBE,SSFT
(Reference: Joint Travel Regulations)
Travel Authorized as Indicated In Items 2 through 21. 16 Oct 87
REQUEST FOR OFFICIAL TRAVEL
2. NAME (Last, First, Middle Initial) 3. POSITION TITLE AND GRADE OR RATING
| Cwann caN  111-22-2111 Travel Specialist GM-13
4. OFFICIAL STATION S. ORGANIZATIONAL ELEMENT 6. PHONE NO.
HQDA (CEX-XX-X)
WASH DC  20314-1000 CEIM=-XX 272-0679
7. TYPE OF URDERS 8 SECURITY CLEARANCE 9. PURPOSE OF TDY
Travel Administrative Activities
TDY Secret
10a.APPROX NO. OF DAYS OF b. PROCEED O/A (Date)
¢ TOY (Including Frn:zu:I time, ate Site Visit
12 2 Nov 87
11. ITINERARY @v;\nunoru AUTHORIZED

FROM Residence (Baltimore, MD)
TO Portland, OR; Walla Walla, WA; Portland, OR; Anchorage, AK
RET Residence (Baltimore, MD)

12. MODE OF TRANSPORTATION
COMMERCIAL GOVERNMENT PRIVATELY OWNED CONVEYANCE (Check one)
RAIL AIR BUS SHIP AR VEMICLE SHIP RATE PER MILE:
X ' MORE ADVYANTAGEQUS OVERNMENT
{4 Gml € ND PER DIEM LIMITED TO CON-
AS DETERMINED BY APPROPRIATE TRANSPORTATION 0 T fg [ fe) N CARRIER TRANSPORTATION &
OFFICER /Querseas Travel only) A E 1E ERMINED IN JTR. TRAVEL TIME
\ T INDICA ) ”.
13, [ PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR. = =
[C] OTHER RATE OF PER DIEM (Spectfy)
14 ESTIMATED COST 18. ADVANCE
AUTHORIZED
PER DIEM TRAVEL OTHER TOTAL
$ 702.00 $ 910.00 $ 100,00 $.1,712.00 $ Blank

16. REMARKS (Use this space for special requirements, leave, superior or lst-class accommodations, excess baggage, registration [ees, etc )

Theater clearance not required for Alaska, visiting Field Operating
activity only. Four (4) days leave authorized.

17. REQUESTING OFFICIAL (Tirle and signature) 18. APPROVING OFFICIAL (Title and signature)
John Doe, Chief John Q. Public
Transportation Div, Log MGMT Director, Log MGMT

AUTHORIZATION

19. ACCOUNTING CITATION Funds Available

Insert Fund Citation and complete Billing Address

John Doe, F&A Officer

20. ORDER AUTHORIZING OFFICIAL (Title and signature) OR AUTHENTICATION 21. D-ATE ISSUED
Self Explanatory
FILLED IN BY CELD-TT 22. TRAVEL ORDER NUMBER
Appendix C and D

DD .0V 1610



OM 55-1-1 APPENDI X J

31 Jan 90 FIGURE J-38 ~
REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ' paTe of
(Reference: Joint Travel Regulations)
Travel Authorized as Indicated in Items 2 through 21. 3 Ma y 88
REQUEST FOR OFF({ 1AL TRAVEL
2. NAME (Last, First, Middie Insial) S, FOSITION TTLE AND GRADE OR RATING
lohn, John SSKN 123-45-6789 ADMC for Environmental Energy LTC
4. OFFICIAL STATION -~ = . 5. ORGANIZATIONAL ELEMENT 6. PHONE NO.
HQDA (CEX-XX-X)
SH DC _20314-1000 DAEN-XXX-XX 272-1234
7. TYPE OF ORDERS 8. SECURTHil @B FEOANKEE LGN BN S Z I TN
Attend meeting of the International
TDY TS/E Lakes Water Pollution Board
10a.APPROX NO. OF DAYS OF b. PROCEED O/A (Date)
TOY(Including trave! time) ..
Conference Visit
3 5 Jul 88
11. ITINERARY G\ununou AUTHORIZED

FROM Residence (Charlestown, WN)

TO Toronto, Ontario, Canada
RET Residence (Charlestown, WV) §MlMV| @
n . e ep—

12. MODE OF TRANSPORTATION
COMMERCIAL GOVERNMENT PRIVATELY OWNED CONVEYANCE (Chcck one)
RAIL AIR BpuUS SHIP AR VEHICLE SHIP RAYE PER MILE-
X . [CJMORE ADVANTAGEOUS TO GOVERNMENT
MILEAGE REIMBURSEMENT AND PER DIEM LIMITED TO CON-
GAS DETERMINED BY APPROPRIATE TRANSPORTATION STRUCTIVE CC*1 OF COMIMAON CALRIER TRANSPORIATION &
OFFICER (Overseas Travel only) RELAIED PEFR DIEVM AC DULIERMINED IN JTR. TRAVEL TIME
LIMITEL AS INDICATEL IN JTR.
13. [EX] PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR.
[[J OTHER RATE OF PER DIEM (Specify)
14 ESTIMATED COST 15 ADVANCE
PER DIEM TRAVEL OTHER TOTAL AUTHORIZED
$ 204.00 s 198.00 s 175.00 s 577.00 g O

16. REMARKS (Use this space for special requirements, leave, superior or lst-class accommodalions, excess baggage, registration fees, eic.)

Theater clearance secured by CELD-TT, conference travel by ASA(CW) 21JUNSS
Registration fee in amount of $50.00 authorized.

17. REﬁUESBING OFFICIAL (Title and signature) 18. APPROVING OFFICIAL (Title 2 *innature)
John Doe

Executive, CEX-XXX-X AS APPROPRIATE

AUTHORIZATION

19. ACCOUNTING CITATION Funds Available
Insert Fund Citation and complete Billing Address

John Doe, F&A Officer

20. ORDER AUTHORIZING OFFICIAL (Title and signature) OR AUTHENTICATION 27, DATE 1SSUED
Self Explanatory
FILLED IN BY CELM-TT . 22 TRAVEL ORDER NUMBER

DD .}5%% 1610




APPENDI X J OM 55-1-1

FI GURE J- 39 31 JAN 90
REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ! g:;ﬁ:’;

{Reference: Joint Travel Regulations )
Travel Authorized as Indicated in ltems 2 through 21,

REQUEST FOR OFFICIAL TRAVEL

2. NAME (Lasi, First, Middle Initial) 3. POSITIONTITLE AND GRADE OR RATING
Doe, Jane SSN 123-45-6789 Engineer SES 04
4. OFFICIAL STATION 5. ORGANIZATIONAL ELEMENT 6. PHONE NO
HQDA (CEXX-X)
_WASH DC 20314-1000 CECH-XX-X 272-~-1238
7. TYPE OF ORDERS 8. SECURITY CLEARANCE 9. PURPOSE OF TDY
Conference Attendance
IDY F/TS
104. APPROX. NO. OF DAYS OF b. PROCEED O/A (Date) Attend 7th World Power Conference
Tov (Inciuding travel time)
and Post Conference Study Tour
Number 4
18 S_Aug 88
1, ITINERARY E variaTion auTHOrIZED WI Russia
FROM Washington, DC
TO Moscow, Russia
RET Washington, DC Sg%
12. MODE OF TRANSPORTATION
COMMERCIAL GOVERNMENT PRIVATELY OWNED CONVEYANCE (Check one)
RAIL AIR BUS SHIP AR VEMICLE SHIP RATE PER MILE
X X [[] MORE ADVANTAGEOUS TO GOVERNMENT

MILEAGE REIMBURSEMENT AND PER DIEM LIMITED TO CON-
O AS DETERMINED BY APPROPRIATE TRANSPORTATION 0 STRUCTIVE COST OF COMMON CARRIER TRANSPORTATION &

OFFICER (Overseas Travel only) RELATED PER DIEM AS DETERMINED IN JTR TRAVEL TIME
LIMITED AS INDICATED IN JTR

13 [X] PERDIEM AUTHORIZED IN ACCORDANCE WITH JTR

D OTHER RATE OF PER DIEM (Specify)

14 ESTIMATED COST 15 ADVANCE
AUTHORIZED

PER DIEM TRAVEL OTHER TOTAL

s 2,000.00 s 800.00 $550.00 s 3,270.00 s

18. REMARKS (Use this space for special requirements, leave, superior or Isi-class accommodations, excess baggage, registration fees, etc.)
Registration of $70.00 and study tour cost of $400.00 auth. ASA(CY)
approval 20 lbs excess baggage ! piece, official documents auth.
Individual will take post conference study tour NHo. 4. Theater clnc
secured by CELD-TT.

17. REQUESTING OFFIcCiAL (Title and signature) 18. APPROVING OFFICIAL (Title and signature)
John Doe, C/Engr Div, CW FOR GEN!_;ZRAL OFFICERS SIGNATURE
AUTHORIZATION
19. ACCOUNTING CITATION Funds Available

Insert Fund Citation and complete Billing Address

i John Doe, F&A Officer

20. ORDER AUTHORIZING OFFICIAL (Tirle and signature) OR AUTHENTICATION 2! DATE ISSUED

_Self Explanatory

22 TRAVEL ORDER NUMBER

FILLED IN BY CELD-TT

DD .5 1610



OM 55-1-1

31 JAN 90
APPENDI X J
FI GURE J- 40
REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ! ‘;:;ﬁg;
{Reference. Joint Travel Regulations )
Travel Authorized as Indicated in ltems 2 through 21. ' 14 APR 88
REQUEST FOR OFFICIAL TRAVEL
2. NAME (Last, First, Middle Initial) 3 POSITION TITLE ANO GRADE OR RATING
SELF EXPLANATORY--—- —— e -
4. OFFICIAL STATION 5. ORGANIZATIONAL ELEMENT 6 PHONE NO
HQUSACE (CEXX-XX) _ SELF
WASH DC 20314-1000 CEXX-XXX-X EXPLANATORY
Y. TYPE OF ORDERS 8. SECURITY CLEARANCE 9 PURPOSE OF TDY
DY SECRET Evaluation of EUD Medical Construction
104. APPROX. NO. OF DAYS OF b. PROCEEDR O/A (Date) in Support of Quarterly Program Review
TOY (Including travel time)
6 24 APR 88
11. ITINERARY [ VARIATION AUTHORIZED
FROM: WASH DC
TO: AUGSBURG, WUERZBURG, BREMERHAVEN, FRANKFURT, GE.
RET TO: WASH DC _
SINNAIDIIEE
12 MOOE OF TaAuspoafnum ] X‘ \Il L {_fj J
COMMERCIAL GOVERNMENT Pw el AMIWRED cONVEYANCE (Check onej
RAL AIR aus SHiP AR VEHICLE SHIP RATE PER MILE
X X [: MORE ADVANTAGEOUS TO GOVERNMENT

MILEAGE REIMBURSEMENT AND PER DIEM LIMITED TO CON-
D AS DETERMINED BY APPROFPRIATE TRANSPORTATION D STRUCTIVE COST OF COMMON CARRIER TRANSPORTATION &

OFFICER fOverseas Travel onivj AELATED PER DIEM AS DETERMINED !N JTR TRAVEL TIME
LIMITED AS INDICATED INJTR

13 D(PER BIEM AUTHORIZED IN ACCORDANGE WITH JTR

D OTHER RATE OF PER DIEM [Specify/

14 ESTIMATED COST 1S ADVANCE
AUTHORIZED

PER DIEM TRAVEL OTHER TOTAL

s 600.00 ¢ 1200.00 s 100.00 s 1900.00 BLANK

16. REMARKS (USe This space fo7 special requirements. leave, superior or 1si-class accommodations, excess baggage, regisiraiion fees, elc.)

THEATER CLNC NOT REQUIRED. VISITING CORPS OF ENGRS INSTALLATIONS ONLY. RENTAL CAR
AND EXCESS BAGGAGE (70 1bs, 1 piece) AUTH. AUTH TO USE ARMY OR PX MUST BE SECURED
FROM LOCAL US MILITARY CDR.

17. REQUESTING OFFICIAL (Title and signature) 18 APPROVING OFFICIAL (Title and signature)

AS APPROPRIATE=—=m=m=—=m=m—m=m—=—=—=—=—=== SEEEEE—

AUTHORIZATION FUNDS AVAILABLE

19. ACCOUNTING CITATION

INSERT FUND CITATION AND COMPLETE BILLING ADDRESS

MONEY BAGS, F&A OFFICER

20. ORDER AUTHORIZING OFFICIAL (Title and signature) OR AUTHENTICATION 21. DATE ISSUED
AS APPROPRIATE
FILLED IN BY CELD-TT 22 TRAVEL ORDER NUMBER
AS APPROPRIATE

DD .Y 1610



OM 55-1-1
31 JAN 90
APPENDI X J
FI GURE J-41

REQUEST AND AUTHORIZATION FOR DOD CIVILIAN PERMANENT DUTY TRAVEL |'- PATE REQUESTED

(Relerence: joint Travel Regulations)

TRAVEL AUTHORIZED HEREIN AS NECESSARY IN THE PUBLIC SERVICE 3 Mar 88
REQUEST FOR OFFICIAL TRAVEL

2. NAME (Last, Firat, Middle Initlal) 3. NEW POSITION TITLE AND GRADE OR RATING
Public, John Q Civil Engineer, GS-13

4. RELEASING OFFICIAL STATION AND LOCATION, OR ACTUAL 5. NEW OFFICIAL STATION AND LOCATION, ACTUAL PLACE OF
PLACE OF RESIDENCE RESIDENCE, OR ALTERNATE DESTINATION

Commander, San Francisco District DAEN-XXX-XX, Wash DC 20314-1000

San Francisco, CA 94102

DUTY REPORTING DATE AT NREW sTATioN 5 Jul 1988

6. PURPOSE OF TRAVEL (Xl TRAVEL BETWEEN OFFICIAL STATIONS [ RENEWAL AGREEMENT TRAVEL oTHER
(Specity)
[T] RETURN FROM OVERSEAS FOR SEPARATION

7. [ eovern: | [ Jrair [J ain BUS [ JOTHER PRIVATELY OWNED CONVEYANCE

MENT (Spec:ly)
MODE OF [R ADVANTAGEOUA ] auTomMOBILE RATE PER

MILE

TRANSPOR- .

TAaTION | [0 COMMER- [T] o THER (Specity)

ClaL TO BE DETERMINED BY

[ TRANSPORTATION OFFICER (I NOT ADVANTAGEOUS s .20

8. PER DIEM FOR EMPLOYEE AND DEPEND |9 ROUND TRIP TRAVEL, NOT TO EXCEED CALENDAR DAYS INCLUDING TRAVEL
ENTS (if spplicable) AUTHORIZED PER JTR. | TIME [_]15 [XJISNOT AUTHORIZED TO SEEK PERMANENT RESIDENCE

10. TEMPORARY QUARTERS SUBSISTENCE EXPENSE [X]Is []1sNOT  AUTHORIZED FOR 60 DAYS
11. [X] MISCELLANEOUS EXPENSES [X] REAL ESTATE EXPENSES [[JUNEXPIRED LEASE EXPENSES AUTHORIZED PERJTR
12. DEPENDENT OVERSEA TRAVEL [ coNcurRRenT [ ]DELAYED [JEARLY RETURN []NOT AUTHORIZED

13. FROM TO ]
San Francisco, California Washington, DC =

NAMES OF DEPENDENTS AELATIONSHIP DATE QF BIRTH (Children)

TRANSPORTATION Wife ) NA

OF DEPENDENTS | Name 0 V -6 .
AUTHORIZED ‘ )
Name lﬁ\ “ “ Daughter 2/10/69

Name Son 4/23/70

14. E] SHIPMENT OF HOUSEROLD GOODS AUTHORIZED NOT iN EXCESS OF (Net Weight in Pounds) | NONTEMPORARY STOR-
AGE OF HOUSEHOLD
FROM TO GOODS AUTHORIZED

San Francisco, California Washington, DC [ves X} ~no
1S5. OVERSEA SHIPMENT OF PRIVATELY OWNED MOTOR VEHICLE AUTHORIZED 16. ADVANCE AUTHORIZ-

O ves O wo *® $10,525.00

17. REMARKS OR OTHER AUTHORIZATION (Use this space for special requirements, leave, sxcess baggage, etc. or other authorizations)

Temporary storage of HHGs NTE 90 days. Concurrent travel of dependents authorized.
Indiv will move HHGs on a commuted rate basis. Indiv & dependents auth 9} days
travel time.

SEE REVERSE SIDE FOR ESTIMATE

T MATED | PR OIEM TRAVEL O THER TOTAL 19. TRANSPORTATION AGREEMENT SIGNED
cosT s 1496.75 s 523.75 $ 31839.30[$33,859.80 [[(Bves]17 Feb BBLINO

20. REQUESTING OF FICIAL (Title and Signature) 21. APPROVING OF FICIAL (Title and Signature)
TABLES 1-1 and l-2——————w———mmmemme o e e e e o == o e e e —

AUTHORIZATION

22. ACCOUNTING CITATION

AS APPROPRIATE

23. ORDER AUTHORIZING OF FICIAL (Title and Signature) OR AUTHENTICATION . 24. DATE ISSUED

AS APPROPRIATE---—m———mm=m=—= - - - ————t e e
25. TRAVEL ORDER NUMBER

AS APPROPRIATE

DD. ™. 1614 e 08070, 1008 41003/ 50420
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ESTIMATED COSTS

Transportation of Employee & Dependents $ 523.75
Per Diem of Employee 458.00
Per Diem of Family 1,038.75
Shipment of Household Goods 6,055.00
90 Days Storage of Household Goods 1,334.00
60 Days Temporary Quarters and Subsistence 3,750.00
Miscellaneous Expenses 700.00
Real Estate Expenses 20,000.00

SRMPLE
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3:‘:’:@'3350 PUBLIC VOUCHER FOR PURCHASES AND voucHEr o
14 (-
el SERVICES OTHER THAN PERSONAL
U.S. DEPARTMENT, BUREAL, OR ESTABLISHMENT AND LOCATION DATE VOUCHER PREPARED SCHEDULE NO.
CONTRACT NUMBER AND DATE PAID BY

REQUISITION NUMBER AND DATE

The information requested on this form is required under
will hinder discharge of the pay 9

10 furnish this inf :

TEMENT
the provisioms of 31 U.S.C. 82b and 82¢, for the purpose of
disbursing Federol money. The Mﬁmmt“ishﬂcﬂ'iﬁ@p@k&m‘itﬂﬂhmﬂhhpﬁd. Foilure

J-43

r A
PAYER'S
DATE INVOICE RECEIVED
AND
ADDRESS
DISCOUNT TERMS
L J
PAYEE'S ACCOUNT NUMBER
SHIPPED FROM 10 WEIGHT GOVERNMENT B/ NUMSER
NUMBER DATE OF ARTICLES OR SERVICES UNIT PRICE AMOUNT
AND DATE DELIVERY (Enser descripcion, isem number of cos or Faderal supply Q#:VN.
F ORDER R SERVICE |  schedule. ond other inf ) cost e )
(Use continuation sheells) it necenory) (Payee must NOT use the space below) WAI.
PAYMENT: APPROVED FOR EXCHANGE RATE DIFFERENCES
O prOvISIONAL =$ «$1.00
[ compene P
{3 eartiat
O emaL Amgunt veritied; correct tor
[3 rroGeESS TITLE (Signature or initials)
[ aobvance
Pursuant 10 authorily vested in me, | certify thot this voucher is correct and proper for payment.
(Date} (Authoeized Certifying Officer)? (Tile)
ACCOUNTING CLASSIFICATION
- CHECK NUMBER ON ACCOUNT OF U.S. TREASURY | CHECK NUMBER ON (Name of bank)
-
g CASH DATE PAYEE ?
$
"When stated in foreign currency, insert name of currency. . PER
21f the ability 1o certify and authority to approve are combined in one person. onc signature only is necessary;
atherwise the approving officer will sign in the space provided. over his official title.
3When a voucher is receipied in the name of a company of corporation, the name of the person writing the compsny  [Tiv1¢
ar corporate name, as well as the capacity in which he signs, must appear. For example: “John Doc Company. per
John Smith. Secretary™. or “Treasurer™, as the case may be.
Provisus edition vicble 1034-118-06 NSN 7540-00-900-2734
PRIVACY ACT STA
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CEXX-XX (MARKS NUMBER) DATE
MEMORANDUM FOR
CEHEC-RM-F
CELD-TT
1. Request invitational travel orders as follows:

a. Mr. John Doe
Associate Director
ERIC, Clearinghouse on Library
and Information Sciences
1140 Connecticut Avenue, N.W., Suite 12345
Washington, DC 20036

b. Purpose: To take part in a brainstorming meeting at the
Indiana University Graduate Library School. Brainstorming is a
style of a larger study to estimate research priorities for
improving technical information analysis centers.

c. FUNDS: (Use appropriate funds).

d. Proposed itinerary: Traveler will make own transportation
arrangements from Washington, DC to Indianapolis, IN, and return.
Mr. Doe will depart Washington on or about 13 Oct 89. Period of
TDY is approximately 2 days.

2. Request invitational travel orders be sent to CEX-XXX-XX for
transmittal to Mr. Doe.

3. Estimated cost: Per diem $150.00; travel $254.00; other
$50.00; total $454.00

BARNABY Z. QUAGGLE, Chief
Brainstorming Idea Branch
Exceptional Idea Division

FUNDS AVAILABLE:

FOR: F&A OFFICER
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DEPARTMENT OF THE ARMY

U.S. Army Corps of Engineers
WASHINGTON, D.C. 20314-1000

REPLY TO
ATTENTION OF:

CELM-TT

MEMORANDUM FOR: Director/U.S.Army Health Clinic, South-end of Concourse,
Pentagon, Washington, DC 20310

SUBJECT: TInoculations
1. is being assigned on official temporary duty to:
2. Please administer the necessary inoculations for travel to the overseas

FOR THE COMMANDER:

Travel and Transportation, Br.
Transportation Division
Directorate of Logistics Management

S pIPLE
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CHECKLI ST
FOR FOREI GN TRAVEL REQUEST

This checklist is to be used in conjunction with foreign
travel requests submtted by Arny Corps of Engineers personnel
pursuant to Foreign Travel Procedures related to gui dance issued by
the Assistant Secretary of the Arny (Gvil Wrks) on January 25 and
February 5, 1988. This checklist applies to all Army Corps of
Engi neers international activities which are NOT exclusively in
support of U.S. Forces, overseas.

1. The proposed travel is consistent with the Secretary of the
Army*s menor andum of March 4, 1985, which states “the policy
of the Departnment of Arny is that travel nust be directly and
clearly related to mssion achievenent .... Travel that is
only marginal should be deferred or cancelled and we shoul d
seek alternate neans, such as tel econferencing.”

2. The subject travel request is conplete and contains a thorough
expl anation of the purpose of the trip, the related agenda, a
detail ed description of any proposed neetings with foreign
governnment officials or U S. enbassy personnel and all other
information required by the ASA(CW nenoranda.

3. The proposed travel is likely to result in significant
benefits to the US. Arny donestic Cvil Wrks Program
(Applicable only if the proposed travel is funded by G vi
Wor ks appropri ations)

4. The proposed travel has been fully coordinated wth all
appropriate U S. Governnent offices and the purpose of the
proposed travel and the related agenda and itinerary are
consistent with all applicable OASA(CW directions and all
other US. CGovernnent laws, regulations, policies and
directives.

5. The funding and sources of funding for the proposed travel are
appropriate and legal and do not raise any conflict of
interest problens for the individual traveller involved.

6. The length of the proposed travel, the related itinerary, the

node of transportation to be used and the rel ated agenda al
mnimze costs to the U S. Governnent.

K-1
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7.

10.

11.

12.

The traveller has been informed that, unless specifically
authorized by the OASA(CW, he or she is not authorized to
initiate discussions related to the negotiation or concl usion
of an international agreenment (as defined by DOD Directive
5533.3) and is not authorized to make conm tnents regardi ng
future travel or other activities which would require the
expenditure of Arny funds.

The traveller will submt a trip report thirty days after the
concl usion of the proposed travel if such a report is required
by applicable OASA(W directives (NOTICE: Al neetings with
foreign governnent officials nust be reported unless
specifically exenpted by OASA(CW).

The traveller has been infornmed that, unless coordinated in
advance wth the Ofice of the Deputy Chief of Staff for
Intelligence (DAM-FL.) in accordance with AR 38025, and
unl ess specifically authorized by the Ofice of the Assistant
Secretary of the Arny (Gvil Wrks), the traveller is not
authorized to extend invitations to foreign nationals to visit
Departnent of Defense facilities in the United States.

The traveller has provided to the OASA(CWN conpleted trip
reports which were required in connection with any previous
travel

Al'l  technology security issues which nmay be reasonably
expected to arise as a result of the traveller*s foreign
activity have been properly coordinated with appropriate
offices in the Departnent of the Arny and the Departnent of
Def ense.

Al'l presentations, papers, briefings, etc., to be given in
conjunction wth this travel have been cleared through
appropriate command, public affairs and security channels.



Pur pose
Cat egory

Site Visit

| nformati on
Meet i ng

Trai ni ng Attendance

Speech or
Present ati on

Conf er ence

At t endance

Rel ocati on

Entitl enent Travel
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TRAVEL PURPOSE CATEGCRI ES

Description

Travel to a particular site in order to
personal |y perform operati onal or nanageri al
activities (e.g., to oversee program
activities, grant operations, or manage
activities for internal control purposes;
carry out an audit, inspection, or repair
activity; conduct negotiations; provide
instructions; or provide technical
assi st ance.

Travel to Attend a neeting to discuss general
agency operations, review status reports, or
di scuss topics of general interest. If a site
visit was conducted as part of the sane trip,
consider the entire trip to be for the
purpose of a site visit.

Travel to receive training.

Travel to nmake a speech or a presentation,
deliver a paper, or otherw se take part in a
formal program other than a training course.

Travel to attend a conference convention,
sem nar, or synposium for purposes of
observation or education only with no forma
role in the proceedings.

Travel performed in conjunction with a
transfer fromone official duty station to
anot her (sane as a pernmanent change of
station or PCS nove). This includes new
appoi ntees when they are authorized

rel ocation all owances for reporting to their
first duty station.

Travel entitlenents for which an enpl oyee
(or dependent) may be eligible while serving
at a duty station outside the continental
United States; e.g., tour renewal agreenent
travel for the purpose of taking |eave

bet ween tours of duty; educational travel,
etc. (This type of travel is normally

L-1
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Speci al M ssion
Travel

Enmer gency Travel

O her Travel

performed in conjunction with a travel
entitlement resulting froma change of
station assignnent or renewal of a tour of
duty at duty stations |ocated outside the
continental United States.)

Travel to carry out a special agency m ssion
(e.g., nonconbat mlitary units); provide
security to a person or a shipnment (such as a
di pl omati c pouch); nove w tnesses from
residence to other |ocations; travel by
Federal beneficiaries and other non-

enpl oyees.

Travel to return an enployee froma tenporary
assignment | ocation at Governnent expense to

his or her designated post of duty or hone,

or other alternate |ocation, where he or she

woul d normally be present to take care of the
energency situation if the Governnment had not
directed or Assigned the enpl oyee to another

| ocation to performofficial business.

Al travel performed for reasons (purposes)

whi ch are not shown in one of the other nine
categories listed above. Even though stated

as “other travel,” travel authorization and

voucher must al so detail specific purpose.

L-2



